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Welcome! Tt is my hope that this manhual will serve
aS a helpful reference for everyday tasks
confronting the CQI StatistiCal Analyst, as well as
Program Coordinators, Program SpecCialists,
Directors and ahyonhe else who heeds a helping hand!

In this mahual You will learn basiC user information
about the Microsoft programs Word, Excel, and the
SPSC program, but you will also find more advanced
instruction. Finally, T've included some coo| tips ahd
tricks that might make your work easier and maybe

even fun £or you!
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The BasiCs

The best thing about MiCrosoft products is that they all share
some fairly basiC features. That is to say that they all open, Close,
save, etC. in much the same way making it very easy to gain a very
basiC Khowledge of all of them after learning the basics!

Over the hext few pages, You will find a quiCKk tutorial and
reference for the basiC functions of these programs. I will be
using Microsoft Word for my examples, but these basiC functions
work the same in ahy Of the programs in this manual.

-

GO |et’s get started!
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Create a hew document =

TO Create a hew document, You first open the appliCation that
you’d like to use. Then from the top row of the mehu, Choose
“File” and theh choose “New.”

A g00d habit to get into is tO 3lways format the document
before you begin typing any content. This Will Save you some

headaches downh the road when You realize You forgot to set the
layout!

TO do this, choose “File” and thenh choose “Page Setup.” From
here you Cah set margins ahd page layout.
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Savihg your work EL%

There’s nothing worse thah putting in several long and tedious
hours Oh g project, only to |ose it all beCause you forgot to save it!
The Sreatest £3VOr YOU Cah dO fOr yourself is to get into the habit
Of SaVing your document the minute you Create it. (0 ahead and
give it 3 hame anhd then make sure your guto-save feature is on ahd
set to save frequently. That way, if your system goes down, you
won’t have to redo the entire document! At worst, You may have
t0 redo the last 5 mihutes of work you did.

Name it — After you have set up your document, then go on anhd

save it. Choose “File” then “Cave As.” You will see a box that
|OOKS like this:
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Turn on Auto-Recover — How wonderful! A feature that Will save
£Or YOou even when you forget to do it yourself. This is also a
lifesaver when your system Crashes Or if you shut @ document and
forget tO Save it.

The auto-recover automatiCally saves your document at g time
interval defined by the user.

TO turh this feature on (Or Off), Choose “Tools” from the menu
ahd theh choose “Options.” Once the small SCreenh pops up, CliCK
on the “Cave” tab (see below).
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d
Reviewing your work %‘

Print Preview: So you think you’re finished with your doCcument?
You have one |aSt step before senhding it to ghyohe Or printing it.
BY using the print preview function, you will avoid sending a
document to someone that is hot formatted Correctly, or that has
additional blahk pages at the end. This is especCially helpful when
using MiCrosoft Excel when extra lihes Cah sheak their way into
your finished project, turhing a 5-pager into a 30-pager!

Choose “File” ahd theh “Print Preview.”

12
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Microsoft Word 2000

e Basic Skills
o Advanced (Jsers
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Basic gkills:

e Page setup
e Inserting page humbers
Inserting headers and footers
e (Copy anhd paste
e (Jndo anhd redo
e Tind and replacCe

15



Page Setup

A page Cah be set up at ahy time, but it’s always easiest to do SO
before you beginh typing anything! Your first step is t0 have a Clear
piCture of how you’d like your final project to [ook. OQnhcCe you
have that, YOU are ready to set up your pasge.

Cetting up your page Consists Of setting margins, paper size, fonts,
type Size, page humbers, headers ahd footers.

16



Paper Cize: Choose “File” and then “Page Setup.”
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Thserting page numbers: Choose “Insert” and then “Page

Numbers.”
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Ihserting headers and footers: Headers and footers are simply
text that you'd like tO repeat oh every page. A page humber is a
footer as well beCause it repeats oh every page Of your document.
For every report or document that comes from our division, you
should ihsert a footer that includes the nhame of the division and
the date that the document was Created. This Saves a |0t Of time
if YOu are working on g document, SUCh as review instrument, that
will be revised continually. BY inserting a date on the document,
people Who receive future versions Cah Khow which version is the
MOost recent.

TO insert g header or g footer, choose “View” and then “Header
and Footer.”
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Copy and paste: This has to be, by far, the most useful (and most
used) function there ist Without it, we would all be retyping
almost constantly.

TO COpY a SecCtion Of text, highlight the text you heed tO Copy by
plaCing Your CUrsor before the text you heed to copy, then hold
down the [eft mouse button and drag your mouse down until all
the text you’d like to copy is highlighted.

Thenh choose “Edit” ahd then “Copy” from the top menhu.

NOow placCe your Cursor at the spot in your document where youd
like the text to be copied to, ahd choose “Edit” and then “Paste.”

Cut ahd paste: This is Similar to the Copy anhd paste feature,
except that the copied text is removed from the document. With
COopY ahd paste, You’re onhly CopYing the text, hot cutting it.
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(Undo and redo: ] Can’t believe T just deleted that entire section!
That’s hot what ] wanted to do at all!! Never fear — unhdo is here!

Choose “Edit” ahd theh choose either “(Jhdo” or “Redo” ahd your
|ast aCtion is saved for you.

Find anhd replaCe: Sometimes we fihd out that @ doCcument we’ve
Created has language in it that we’d like to0 Change. For instahce,
perhaps we Created g document |ast month that used the term
“field Staff” quite g lot. Now we find out that this isS hot g term
that is commonly used by DCS staff ahd that we should change
that to “Caseworkers.” The problem though, is that the document
IS 75 pages long ahd we don’t have the time to read through it
word by word |0oKing for that phrase.

BY using the find ahd replace function, WJord will search for us
ahd replace it with the l[ahguage Of our Choosing!
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Choose “Edit” ahd thenh “Replace” on the top menhu.
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Advanhced SKills:

e Borders and shading
o (JSinNg Clip art
e Inserting ahd using a table
e Tips ahd TriCKs
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Borders and shading: You may find that there are sections of your |
document that you’d like to see stahd out for the Viewer. A qUiCK
and easy way to do this is t0 use borders and shadins.

Highlight the text you’d like to draw attention to ahd Choose
“Format” and then “Borders and Shading.”
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YOou Cah do the same for the entire page by Choosing the “Page
Border” tab.

You Cah also color inside the border by choosing the “Shading”
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Clip art: TO insert g piCcture into your document, place the
Cursor at the point where you’d like to insert a
picture, then choose “Insert,” then
“Picture,” and finally “Clip Art.” You
Cah also ihsert any picture you have saved on
your computer! TAJe will concentrate on
MicrosofFt Clip Art for this manhual.
As you will see, there are thousands to
\ Choose from.
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E} Insert ClipArt
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After you choose your picture, left click on it and then
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worry if you forgot to place your cursor where you
wanted your picture.
]
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Inserting and using a table: You Cah use a table anhytime you have
InFfOormation that heeds to be arranged into columns and rows. Tt
IS MUCh easier to insert a table than to try it just with the use of
your tab key!

For this section, we’|l Start with g very basic table and then using
that table, we Cah build on your sKills to do thihgs such as merging,
adding rows/columns, deleting rows/columns, shading, and adding
numbers.

Here is the information that we’'d like to put into a table:

o Karen Davenport, 8, Stat Analyst, Central Office

e Tracy Brighac, 5, CQ] Coordinator, Mid Cumberland
e Shayne DaVvis, 10, CQI Coordinator, South Central

o Kitty Qliver, 15, RA, Northwest

e Mildred [Lawhorh, 12, RA, Southwest
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Choose “Table” ahd thenh “Ihsert” and finally “Table” from the top
menu.

5l A Training Manual - Microsoft Word =l=1 x|

Fil= Edit Wiew Insert Formakt Tools Table window Help

D=l - |bl B - 2| kisenrrc -2 - [Hwadcont.. VG B I U|EE=ES|(ISiSEE | O-=cal@ < -A-.
E |q---|---1---|---2---|---3---|---4---|---5---|---5---|---:-'---|---3---|---9---|---_ ZI
- Table size
- Humber of columns: Choose your table size here. For
: Mumber of rows: our example, we need 4 columns
T futoRit behavior and it’s ok to just leave the
& & number of rows at 2 — it
- T ——— automatically adds rows as you
- 7 AukoFit to window type more information.
Table Farmat  {none) AutoFarmat. I
T [ zet as default for new tables
Z oK I Cancel
S EE
Dt~ [y & | fuoshapes - \ N OO E 4B d-L-A-==E8 @ .|
| Page 33 Sec 1 33138 [ar 0.5 Ln 1 ol 1 [REC |[TRE  [E=T |[2vR| [English(U.s [ E3K | |

§g5tart”] P

438D e >>|J B ovell Group, .. ”n Training M... € |Micrasoft Wor...l | Dacument - | |'ﬂ GiIEIEN# SO EE zurem
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Now we heed to decide on columh hames. We will choose the

following:

Name

Years Service

Title

[,oCation

We need to center those headings and we’ll 80 ahead and shade
them while we’re at it.

Name

Years Service

Title

[,oCation

1 did that by highlighting the entire first row, then choosing the
center buttonh from my top toolbar. ] Colored the column headers
by highlighting the entire first row, then choosing “Format” then
“Borders and Shading” and continuing as we did in the previous

section.
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Now we are ready to enter the ihformation into our table. Place
your Cursor in the first empty cell under “Name” and type ih Karen
Davenhport. BY use Oof your tab key, you Cah move to the hext cel|l
and type in my years of service. Contihue until all the information

has been entered.

Name Years Service Title [ ocation
Karen Davenport 8 Stat Analyst Central Office
Tracy Brignac 5 CQI Coordinator | Mid Cumberland
Shayne Davis 10 CQI Coordinator | South Central
Kitty Oliver 15 RA Northwest
Mildred Lawhorn 12 RA Southwest

1 Chose tO center the Years Of service. You Cah aligh the data anhy
waY that |0OKS best, though!
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YOou Cah always add rows to the bottom Of the table by plaCing
your CUrsOr in the |ast cell oh the right (in this Case, the cell that
conhtains “Southwest”) ahd then CliCk tab oh your keyboard. TO
add a row ahywhere else, place your Cursor on the first cell of the
rYow ejther above or below where youd like a hew row, Choose
“Table” thenh “Insert.”

Central Office
Sie calle... C QI |oordinator Mid Cumberland
» IO — | oordinator South Central
15 NNorthwest
12 b=t

Now you can choose to add a row above or
below where you have your cursor.

You’ll see that this is where you add columns
as well.

- [z 5 | ouroshapes - . e [0 <2 ] gl [FH | & - & - = = -
1

[Page 38 Sec 3641 EOEG Ln 5 cCol 5 FEC [TRE [ExT  [ovE [English (0.5 [ CEK
MAsrare || | ) T = @ 5 aw ini icrosoft. .. | B Documen. .. | | = EEI T N 2 <8 Bl =:35Fm
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TO delete g row Or Column, First plaCe your Cursor ghywhere in the
yow Or Column that you’d like to delete. Choose “Table” and thenh
“Delete” ahd finally select what you’d like to delete.

Karen Davenport 8 Stat Analyst Central Office
Tracy Brignac 5 CQI Coordinator | Mid Cumberland
Shayne Davis 10 CQI Coordinator | South Central
Kitty Oliver 15 RA Northwest
Mildred Lawhorn 12 RA Southwest

Total Years Service

Irsc place yOoury CUursory arvwhere in che
| e O delece. C hoose T able™ atvd chet
select what you'd like o delece.

Stat Analsst Central Office
= CTOT Coordinator PAid Cumberland
1 O CQI Coordinator Southh CTentral

MTilcdred Lawhorn |
Total Years Service | | |

JDLawvlkC.jlngtDShapesv\ \-:|C>-4-|&--_; - -

o | el From. .| | EE S5 ) = b O o <f B 255 Fra




Now T’d like t0 add up all our years Of service. To do this, I first
add a row to the bottom and type in ah identifying label. Now
choose “Table” and theh “Formula” from the top menu.

_1&x]

tal] A Training Manual - Microsoft Word

J File Edit “iew Insert Format Tools Table Window Help
| O E”‘.-"n|nv|ﬂ|?5% = ’:“TimesNewRDman7227||E|ﬁ0rdC0unt...ﬂdaB Vs g|§§§|§§ E+§£;§|vaa3€ah|&| & - A
L] .o S 2 B 3 PR B Bt . S 1 E =

MNow T'd like O add up all our yeare ni cardira Tn H':I:fl"is, I Firse
Formula 7| x

add a row to the bottomand w Now
- choose “Table” and thenh “Formi [—sumiecvel

Mumber Format:

: | =
- =1 hl Office

B Karen Davenport 8 | =l

B Tracy Brignac 5 oK cancel | fumberland
o Shavne Davis 10 < Uoranmaor — [souut Central

: Kitty Oliver 15 RA

B Mildred Lawhorn 12 RA The formula “=SUM(ABOVE)” should appear,
- e but if it doesn’t, just type it in. If you’d like to
— get fancy and have 1000 appear as 1,000, then

you can change that in the “Number format”
field.

For now, let’s just choose “OK.”

=|= =| 4
JD[awv[:,gc-j|AgtoShapesv\ \DD4|&'£'&'E:S-Q'|
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Now we’d like t0 merge the |ast two Cells SsinCe nhothing is entered
in there. Highlight both of the bottom Ccells uhder the columns
“Title” ahd “[Location.” Choose “Table” and then “Merge Cells.”

Name Years Service Title [LoCation
Karen Davenport 8 Stat Analyst Central Office
Tracy Brignac 5 CQI Coordinator | Mid Cumberland
Shayne Davis 10 CQI Coordinator | South Central
Kitty Oliver 15 RA Northwest
Mildred Lawhorn 12 RA Southwest
Total Years Service 50

Now |et’s saYy You’d rather have them separate again! Place your
Cursor in the merged cell, choose “Table” and then “Cplit Cells.”
TO split this baCKk up into two cells, Choose “2” for the column

choice.
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Tips and TriCKS

Keyboard shortCuts are quiCk ways to do Various funhctions
without haVving to g0 |ooKinhg for them ih your menu. BY using
them, YOUu Cah praCtiCally throw your mouse away! To get a
complete list, Choose “Help,” then “Index,” then type in “Keyboard
shortCcuts” and select “Cearch.”

You Cah make yourself @ Cheat sheet ahd tape it Oh your monitor
until You learnh them by heart. After some use, they become like
second hature ahd save you time.
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Here are some to get you Started though:

Repeat Last

Selecting this key (along the top of your keyboard -

F4 Acti called function keys) will repeat the last action you
ction
performed.
£ Double-Click Selecting this key is the equivalent of double-clicking in
a cell of your table.
Shift and Place your cursor on the first character of text you’d like
Highlighting |to highlight. Hold down the “Shift” key and then using
Arrow L
your arrows, highlight the text.
Press and hold the Alt key, then tap the Tab key. This
Alt and Tab Open will display all your open programs! By continuing to
Programs | hold down the Alt key, you can tab through all open
programs until you find the one you want.
Ctrl + P Print Press and hold the Ctrl key, then tap the letter P.
Ctrl + B Bold Press and hold the Ctrl key, then tap the letter B.
Ctrl + C Copy Press and hold the Ctrl key, then tap the letter C.
Ctrl + V Paste Press and hold the Ctrl key, then tap the letter V.
Ctrl + A Select All | Press and hold the Ctrl key, then tap the letter A.
Ctrl + Shift + L Bullets Press and hold the Ctrl key, then press and hold the

Shift key, then tap the letter L.
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MiCrosoft EXce| 2000

» Basic SKills
e PivotTables
e FOrmulas
o Tips and TriCKs
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MiCrosoft Excel is an excellent too| t0 use ahytime you heed to:

® Perform Calculations on data
@ Sort large amounts Of data
® Create graphs to g0 with data
® QUICKIY filter large amounts Of data
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The Basics

When you first open anh ExXce| spreadsheet, you see a blahk Canvas
that |0OKS like this:

E3 Microsoft Excel - Book2
|E] Eile Edit Wiews Inserk Formak Tools Daka  Windows Help — = =]

| D = gese Il | =2 - o= - | = & 2] 2| (5 | gl 100 -v| | Arial

A vI =|
2 I E | [=] [ D I E I F I [= I H 1 ] T < T L

10
11
12

= The letters along the top indicate your columns, i.e.,

L4 “Column A,” etc. The numbers along the left side

12 > indicate your rows, i.e., “Row 17,” etc. When you are

21 < discussing your spreadsheet with someone, you can refer
to cell E6 to indicate Column E, Row 6

(0 00 | 0 L | 0 [ o
/_

=2
33

Siel
144w [wSheet1 Sheetz & Sheeks &
JDLanE@c—jlngtoShapesv\ “HLI:ICD4|&v-vav=:—:—t—;%4—.,-e,|

Ready [ [raireaA | [

[
EaStart”J =Y ) = G A e |J ro... | Eya .. | Ew. .. | Fin... | £71s5.. | &7 | i ||-v|i___ [ % BB A B N 2 S-S 1:07 PM
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Ed Microsoft Excel - BookZ2

J File Edit Wiew Insert Format Tools Data wWindow  Help
D@ @0~ - |2 & 2156 | §@ oo - | a
5 ] =
A B C D E | F | 6 |
Name Age Gender 55 #

Here we have added column headers to add clarity
to our spreadsheet. Be careful to label your
columns with easy-to-understand ideas that are very
descriptive of the column contents. This will save
confusion down the road.

a|la|lalala|l—=|— .
o e oo o | = [ 0 T | O f e | Do B

TF You plah on maKking a Sraph Of your work, be mindful of how
youd like the labels tO appear oh your Sraph. FOr ihstance, if youwd
like the graph to read “SocCial Security Number” rather then SC#,
then hame your column accordingly!
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Cells Canh be formatted a humber of ways depending oh what Kind
Of data You have in them. Place your cursor in the cell that Yyou
wanht to format, Choose Format anhd then Cells.

Format Cells 2] Format Lells d I
Numl:uer ..... | Aligrirment: I Fank I Border I Patterns I Pru:uteu:tiu:unl oy |.ﬁ.lignment | e | Border | PELETE I Pmtectiunl
Categary: ample | Cateqgory! ample .

M Allen, Cornelius | ﬁennlajral d allen, Cornelius
Mumber e o) bt
Currency Ch_oose the type of data here — is it a date? Currency Decimal places: m —
! Is it currency?
Accounting izeneral Fd D
Date iFi ate
" specific ny g . Time
Time Then choose more specific formatting :
Percent< next.
Fraction P,
Scientific Scientific
Texk ;EX':_ I
Special pecia
Zuskor ;I Zuskarm ;I

Percentage Formats multiply the cell walue by 100 and displays the result with
a percent symbal,

0k I Zancel a4 I Zancel

Notice that it iS here that by Choosing other tabs, You Cah also
aligh data, anhd Choose ahy fonts Oor borders that You might want.
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(Jsing Data

OnhcCe you have filled your spreadsheet with data (Or if You have
received g spreadsheet already filled with data such as the Brian
A. Class list), there are @ number of things that You Cah do to
mahipulate the data ahd make it easier to uhderstand.

For the rest of this sectionh, we Will be using a custody list that is
the result of combining the Briah A. Class list and the delinquent
list. T have deleted any identifyYing child information for this
manual’s examples. [et’s beginh by opening the custody list ahd
taKking a |00k at the column headers. The first step in analyzing
ahy data YOu receive is to see exacCtly what information you have
been provided.
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Placement
Program TYpe

What Ccan these tell
me? How do ] relate
them to outComes?

O
Perm Plan
oal

Case
Mahager

Gender
ahd Race

Months in

custody




Go let’s ook at what the DCS outcomes are:
1. DecCrease the humber of Children entering Care
IhCrease the number Of Children placed ih their home county
IhCrease the number Of Children placed in a family setting
Decrease the length of time ih custody
IhCrease the nhumber of Children exiting custody
DecCrease the number of Children who re-enter Care
. Reduce the humber Of placement moves for children in Care

NOO R WS

BY looking at the column headers, You Cah see that the following
Will lead you to information regarding some of the outcomes:

e Date of Custody (outcome 1)

e Placement program type (outcome 3)

e MoOnths on custody (outCome ¢)

46



Ih addition, the data Canh give you @ g00d idea Of the demographiCs
Of the Children in Care in your regionh. BY looking at date of birth,
gender, ahd raCe you Cah see at a glahCe whiCh groups contain the
most Children.

A team |leader Cah use the Case mahager column to determine the
Caseload Of each of their Case managers ahd the composition of
the Caseload.

F4 Microsoft Excel - September Class and Delinguent - |5’ |5|
J File Edit WYiew Insert Format Tools Daka ‘Window Help -|5’|5|
JDﬁ’rguseﬂ|n-m-|zﬁ,§¢§l|ﬂ1nu%-, J.ﬁ.rial - 10 - B I U §§§|$%@|ﬁv&v£v,
K17 | = 4/25/2005
[ ] E F B H I J K =
Child’s
Child’s Child’s Hispinic |Custody |Adjudication |Months in |Permanency
1 |Manager's Name DOB Gender |Child's Race Origin |Date Code Custody [Plan Date Permanen
2 |Allen, Cornelius 2H 2019858 | BlackiAfrican American I 2A8,20041M 19.4 14312005 | Exit Custod
3 |Allen, Cornelius 1021937 |k BlackiAfrican American i A29,2004|M 171 5/28,2004 |Exit Custod
4 |Allen, Carnelius 117101988 [M White M 4972003 M 297 57182005 |Reunify with
A lAlen Cnrnelins AMARMERA M Wi'hit A ] AMA20NA10 a4 THANSIFyit Costor
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[et’s begin with a very simple table to determine how many
Children your regioh has in custody.

gort by Region
Highlight your entire spreadsheet by holding down the cContro|
Key on your keyboard anhd then tapping the letter “A.”

Hold this key |
down...

And then press
the letter “A”




Now that your spreadsheet is highlighted, from the top mehu
choose “Data,” then “Sort.”

sort 21 x|
= S <L To sort by region, choose “Assighed
e e A\ Region” from the dropdown list.
pomescent | s
Agsene x| CP 00 choose Ascending, Your resulting
' =] 2 peeears list Will be from smallest (A) to largest
e e (2). If you choose Descending, your
— _ — resulting list Will be from largest (2) to
e SNAllEST (A).

Now that we have the list sorted, let’s use PivotTables to
determine how mahy Children your region has in active custody.
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PivotTables

Choose “Data” from the top menu, anhd thenh choose “PivotTable
and PivotChart Report.”

A PivotTable and PivotChart Wizard - Step J

2 x|

here is the data that vou want to analyze?| The data that we want to analyze is
— = === R — s . already open, so we are going to
=== === (+ Microsaft Excel list or database! choose “Microsoft Excel list or

=== === ™ External data source database.” If the database were not

=== I1=I== open, then we would choose

=== === " Multiple: consolidation ranges “External data source.”

B e — | — " Another PivakTable or PivotChart

what kind of report do you want o create? | The kind of report we’re going to

— = pi create is a PivotChart with a Pivot
==== 2 Pl bl Table, so we will change the choice

=== ™ PivotChart {with PivatTable) here to “PivotChart (with
—_——— PivotTable).”

: @l Cancel < Back. || Mext = I Finish
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Choose “Next.” The next sCreenh you Will see will be asking you
where the data is that You wanht to use. BY default, your entire
spreadsheet will be highlighted. Choose “Next.”

PivotTable and PivotChart Wizard - Step 3 of 3 7] x|

PivotCharts must be linked to a PivotTable, The PivobChart will be
created on a new sheet,

We are going to place the
PivotTable into the

Where do wou wank ko put the PivokTable? | workbook with which
we’re working, so the

i plew worksheest default choice of “New
- worksheet” will place the
i Exisking worksheet PivotChart onto a separate
— worksheet.
=,

iZlick. Finish ko create wour PivokTable,

@l Lawauk, ., | Cpkions. .. iZancel = Back, Mext = . Finish

TR TT LTI CI T I T e

Now choose “[ ,ayout.”
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PivotTable and PivotChart Yizard - Layout

K

N

P

These are all of the
column headers on the
spreadsheet. By dragging
them to the layout
diagram below, you are
creating a chart.

\/
gssiénedg Child's Hii |G|:|al Estal

PAGE COLLMN

R LATA

fAssigned I Custody ! |M|:|nths GI
|Manager'i .lim:ljudicatl |F'Ia|:emer||
Child's Dd |Mnnth5 inI |F'Iau:emer||

To determine where to place items in the layout diagram, first ask
yourself what it is that you’re counting or aggregating. In this case it
the number of children in care. Since this is simply counting how
many rows of data there are per region, we can drag any of the blocks
to the Data area of the layout diagram and it will count the occurrence
per region.

To keep things simple, we will drag “Assigned Region” to the Data
area.

But we want the data split apart by region! We want the regions to be
listed down the left side of the table, so we will drag “Assigned
Region” to the Row area.

Child's GEI |Permanej |F'Ia|:emer||
Child's Fial |F'Efmanej |F'Iau:emer||

Cancel |
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Notice that when you drag “Assighed Region” to the Data area,
it Chanhges the bloCk to read “Count of Assighed Region.” The
mathematiCal functionh of counting is the default Choice. But
sometimes you may waht ah average or g sum, rather thah a
count Of occurrences.

Double click the bloCk you placed in the Data area.

By choosing from the dropdown box, you can
sum, average, obtain a range, etc. for the data. 2=
This will come in handy when you are
.. . ot Table by dragging
determining the average mo_nths in custody or L h the right to the
the average age of children in care. Ft.
| Ok I |.ﬂ.55igned I |Chi|-:|'5 Hii |G|:-al Estal
= | I oL LA |.ﬂ.55igned I |Cl_|5tn:u:|':.-' ’ |r'-'1|:unth5 GI
ance
smount of 'ﬁ'ss'gne'j Ii |Manager'i |F-.-:|ju-:|i::atl |F"Iacemenl
Hide I
DATA |Chi||:|'5 Dﬂ |r'-'1|:lr|th5 inI |F"| eeeeee I
FMumber. .. I =
|Chi|c|'5 GEI Permane |F"I eeeeee I
| 1 = I

But for now, we just want to count the

opkions ==
=h I child's rall [Permane d Placemen

EE&;:EEE number of children in custody, so we
YT will leave this at the default setting of Help | | =k Cancel |

“Count.”
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Click “OK” and then “Finish.”

_i8]x]
J@ File Edit Wiew Insert Format Tools Chart Window Help _|_|— = ﬁl
D@ dese ||~ -| = & 20 20 (7| ol o5 - | - )

I PivotTable E
PivotChart - |E [T] |““§ HE | 4 ‘%’%
Total
oia Assigne, .. fssigne, .. Manager. .. Child's. .. Child's... E
Child's... Child's... Custady. ., Adjudic. .. Maonths ...
|CC|L|r'|t of Assigned Regiunl Permane...  Permane...  Goal Es... Morths ...  Placems... ¥
1600
1400 —
1200 ] ——
1000 +—
500 1 ] O Tatal
BO0 +— _ _
400 -+ —
200 + —
0 By removing the checkmark (or adding
s ' s ' 5 ' 2 ' z s 5 oot Tennesses ' z '| one), you can control which regions are
= = 2 2 = 2 z id Cumberland s = | shown on your graph. There may be
i} = = = - -
a T = = = S instances where you want to just
= = orthwest = X .
7 2 “~ | compare your region to the others in
wo = | South Central hd your grand region.
Ik | Cancel
[4=signed Region - |
4[4 » ¢ Chart? ¢ Sheet3 4 List / ||
JD[avang Autoshapes ~ ™. \DO-‘E”&'i'é'E:ﬁ.EJ
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We’re going to |00k at just Davidson, East Tenhnessee, anhd
Shelby. BY removing the cheCckmark for all but these regions, we
are |left with a graph of just the three chosen regions.

A Microsoft Excel - September Class and Delinquent I = |
J File Edit View Insert Format Tools Chart Window Help ;Iilll
JDﬁ“-guseE|n-—nv|z)‘;§i§i|ﬂg5% -] | aial -1U-|B;g §§§|$%Q|Ev&vi-'
Chart Area ;l = |

=

| Right click in this blank space to |
bring up some formatting options

Let’s choose “Chart Options.” :,>

Format Chart area...

Count of Assigned Regiunl

1600

Chart Tvpe...
Source Data. ..
1400 Chart Options. ..
Locakion...
1200 S Wiew .
Chark Window
1000 Clear
L] |
ana O Total
G00
400
200
a
Davidsan East Tennessee Shelby

|Assigned Region LI
u .
4[4 [® M|+ Chart2 { sheets A List / N




Chart Options

Titles | fxes | Gridlines | Legend | Diata Labels | Daka Table

Chart kitle:
IChiIl:Iren in Cuskody

(Cateqary (1) axis:
IFLeginns

Value 1Y) axis:

\Numl:ler of Children

- 1 1 (AN

On the Titles tab, you can add some identifying labels for
your graph.

Here we have added a chart title, “Children in Custody.”
Also, we have added a label for the X axis (that’s the one
along the bottom) and for the Y axis (the one that runs along
the left side of the graph).

Sometimes these labels are unnecessary and will only make
your graph cluttered and hard to read, so take some time to
really think about what you’re trying to convey. For instance,
the X axis label (“Regions”) is really not necessary here
because we can easily understand what the bars stand for by
the inclusion of the names of the regions.

Children in Custody
i
:
2 Count of Aszigned Region
a 1500
9 000 |
L
E s00 B Total
L] |:| T 1
o :
i Davidzon East Zhelby
i Tennezses

Reqgion=
Azzignied Region d
o4 ‘ Cancel
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Chart Options

Titles | Axes | Gridlines | legend | Data Lahels}l Data Table

Data labels

(" None

(% Show value
(" Show percent

(™ Show label

(" Show label and percent 1500

(" Show bubble sizes 1000
00

Even though the Y axis shows values, you will probably
want to place the values on the bars as well. Remember,
your goal is to make the data clear and meaningful for
your audience. What might seem redundant to you will be
worth it if it makes your data more understandable.

Humber of Children

Children in Custody

Count of Azzigned Region

- 1374 HaT

Davidzon Eazt Shelby
Tennesses

Azzigned Region :I

)

‘ k. I

Cancel
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By double-clicking on a numberon | x|

J File Edit VYiew Insert Format Tools Chart ‘indow Help the Y_aXIS' you can forma!: the a>_<|s. El
= o : The highest number of children in
D@ gese @0~ |2 A 52 F| il e -, | i © 10~ B L ] this group is 1379. You’ll notice the | ™~
value Axis v = EECTTEE| Y axis goes to 1600 though. In this
| case, you may want to change the
patterns Scdle | Font | Numb) mavimum Y axis scale to 1400 so
Value () axis scale ’
Childreni ' you don’t have a lot of blank space.
W digmum: [0 This particular example doesn’t show
—————— ™ Magmum: ~[1400 this concept clearly, but imagine if
160 dmmmnt o Aseigned Hegion I Major unit: |20 the scale went to 1600 and the
¥ Minorunie:  [40 highest number of children for any of
W Category (%) axis the three regions was 1000. It
1400 Crossesat:  [o wouldn’t make sense to have the
scale go all the way to 1600.
1200 | Display units: INDI'IE VI
[ Logarithmic scale
E 1000 | [ walues in reverse order
g [ Category (%) axis crosses at maximum value
—
o ‘]
s 800 —
E (04 I Cancel |
= 1379
E s 1187
= 1070
400
200
0 =
Davidsaon East Tennessee Shelby
|Assigned Region LI
4|4 [» [p]\Chart2 [ Sheets [ List / |« [>|J
JD[awv[:gc-j AutoShapes = ™., \D®4|&'£'£'E_E.mv
Ready | | | | | MU | | [

il start |

eE=F-X oo @ || @ &k e[S @m| Bw.] £ | F| HEDENI HSSAD zism




F4 Microsoft Excel - September Class and Delinquent

J File Edit VYiew Insert Format Tools Chart ‘indow Help -|5’|£|
JDﬁrgnsen|ﬂvﬂvE};§lil|ﬂ95% - . J - ]5|J{g‘§§§|5|3%f|:::::::,@|,ﬂh,v

Field Button . | =]

fCount of Assigne

dl (o cfoan!d

Children in Custody

Now we’re ready to finish up this graph! Right
click on “Count of Assigned Regions” to bring up
the PivotTable options box.

1400 Format PivotChart Field. .. Choose “Hide PivotChart Field Buttons” to
—— ‘r‘;mo_ve g:(;{unt_ of és&gned Region” and
= ssigned Region.
1200 Wizard.,,
! Refresh Data .
Hide PivatChart Field Buttons Your graph is completed.
1000 Group and Cutline k
g Formulas *
Ii
= 800 &7 Remove Field
(]
B 1374
2 &00 1187
£ 1070
=
400
200
0
Davidsaon East Tennessee Shelby

Aszsigned Region LI

[4 4 » | M Chart2 § sheetd £ List /
JD[awv [:3 C'J

Iﬂ
|« B

Ready

[T | 0 mowml [

Mstart| | 1 ) & @ e @ || O] &k B [@s. B Bw.] & | [E HERAENI HASED 219




Count of Assigned Fegion

Assigned Region -

Total

Davidson

Shelby

1070
1379
1187

Grand Total

J636

3
4
5
E |[East Tennessee
7
g
9

34
|4 [ 4 » [M] Chartz % Sheet3 §List /
| b | . . . —

TO see the Chart that goes alohg with this
graph, CliCk onh the “Sheet 3” tab in your
WOrKpbOOK.

Now [et’s try @ more difficult one! [et’s determine the
demographiCs (gender, raCe for how — agge we’ll cover |ater ih the
formula section) for the South Central region.
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Follow all previous instructions. TWhen you come to choosing the
layout, drag “Child’s Gender,” “Child’s Race,” anhd “Assighed
TRegion” to the ROW area of the layout dia8ram. Add “Assighed
Region” to the Data area.

JuEmE] BE BAE WISWw  INsSrt bormat loals Chart  window  Hel = S|
D@ dese G| =~ - | = £ 21 2] 7 | §l o= | B 7 U|l===FE|3 % @|5->-A-
Total
Chart Area
Count of Assigned Regionl
300
250 —
200 —
150 —
o Tatal
251
100 217 |
50 —
B3
1 1 = 10 10
o 28 — — — 20
[ = = [y (=T 1] = o o m
s2e| 2 | S5 | = |22 | £ |25 | = |=c| =
2 F = =L w2 = = =2 = =
== = = = = I = =
5= = E s 3 2 E sa
a4 = o =l =L
= o [wa]
South Central South Central
F Pt
|Chi|d's Gender Ll.f—‘xssigned Region LIChiId's Race Ll
14 [« [» [ Charts & Sheeta A List / |«

JD[awv [}g c-jl.ﬂ.gtoShapesv\ \DD4@|&vivévE:ﬁ-e,|




Formulas =

There are times whenh data in g Spreadsheet Will heed to have
Calculations performed onh them. With the use of various
fFormulas, these Calculations are Virtually pain-free, making life
simpler for those who “Cah’t do the math!”

One of the thihgs that we heed oh our spreadsheet is the age of
the child. This is hot provided, however we do have the date of
birth — SO we Khow that this is something we heed to CalCulate.

First, |et’s Create a cColumnh into whiCch we Will be able to put our
nhew data.
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F4 Microsoft Excel - September Class and Delinquent

J File Edit View Insert Format Toaols Daka ‘Window Help ;Iilﬂ
JDﬁtgaseﬂ|nvnvzﬁ,§¢gl|ﬂ1uu%v, | aial -0 -|B I U‘§§§|$%@|§I?Iv@lvﬂvv
5} . | - il CitiD
Click on the column label “D” to highlight | D= = = G H
the entire column. b Cut Child's
Child’s Copy Hispinic |Custody [Adjudication
; gﬁ:g;; Right sllel e high"ghtEd selui) e DS’?QH 3 pest I Eggs Arnerican g"g"‘ DS:?BQEIEI& E“de
[T ” Paste Special...

3 [Davidsg| €N ChOOSE “Insert. 107211 fican American N 4/2572004]1

4 |Davidso 1141041 |r M 4/9/2003|M

5 |Davidson DAMIDEOMN \ \annelius 31811 I 4182005 (M

6 |Davidson DAVIDSON \arnelius 12 M £411/2005 (M

7 |Davidson DAVIDSOM  \ \rrielius o737 Y £A16/2005]M

8 [Davidson DAVIDSON L \elius 10/27 frican Arnerican M /85,2004 [N

9 |Davidsan DAYVIDSON I s 7/ M B/17/2005(M

10 |Davidzan DAYIDSON Al fide M 8341995 |M

11 | Davidson DAMIDEOMN Allen, Ca Unhide I a3/3/1993 M

12 | Davidson DAWIDSOMN Allen, Cornelius B8 T2 TRTIe M FA12004 1M

13 | Davidson DAWIDSOMN Allen, Cornelius 1141988 M Black/African American ] 34,2001 1M

14 [Navidznan NAVINSN Allen Cameling 1ARAEA(M Wiihit e M ERETZE

Now for the fun!
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Name your hew column “Age” and then plaCe your Cursor in the
First empty Cell Of your hew column.

Eﬁ;%lil|gmn% - . J.ﬁ.rial - -|B £ O §|$%Q|;::;:;,&,£,T

JD @-gusen|ﬂvﬂv

AVERAGE |ﬂ X =| =Datedif(EZ,"10/3108" "y")
A B I D E F [ H

Child’s

Child’s Child’s Hispini

1 |Assigned Region |Assigned County |[Manager's Mm’\ Age DOB Gender |Child's Race Origin
2 |Davidson DAIDE 0N B |=Datedif|:E2,"1EIfSHEIE","g,r"j ]_ 211211988 | M BlackiAfrican American i
3 |Davidson DANIDSO o 10/2A1987 |M Black/African American i
4 |Davidson DAWIDSO Tlen, Carmeliug” 11101935 | h White I
5 |Davidson DAWIDSO llen, Cornelius 3A18/1939 |k White i
B |Davidson DAYIDSO llen, Cornelius 12011959k White M

All formulas begin with the equal sign (“="). The formula to calculate age is =Datedif(E2,”10/31/05”,”y")
+ Datedif is the name of the formula
% (...) Parentheses will surround the variables of your formula

« E2 —this is the beginning age, or date of birth. For this first one, you could have typed in
“2/12/1998,” but when you copy the formula to the rest of the column, it will compute all ages based

on that particular date of birth. Therefore, you want it to reference the cell instead. That cell is E2.

+«»+ 10/31/05 - I’m using the last day of the month, but you could use whatever day you wish. By using
10/31/05, we will find out how old the child was as of 10/31/05.

¢ Y — This will calculate the number of years. You could use “M” for number of months or “D” for

number of days.
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When you’ve typed the formula, hit the “Enter” key.

Once you’ve hit “Enter,” the formula will be replaced by the
calculation — in this example, 17. (If you get anything else, such as
a date, then you will need to format the column for “number” with
no decimal points.)

Now slowly move your cursor arrow over the bottom right corner
of the cell that contains the age 17. Do you see how it changes
from an arrow to a small, black box with a white cross inside?
Once that happens, you can double-click on the small box and the
formula for cell D2 will be pasted into all the cells in column D.

Child’s
DOB

4

1111041

(ol |

i
-
—_—
Il
s
'l

—_—
[~
T——
—
T——
'
ol
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i1 Microsoft Excel - September Class and Delinquent

J File Edit ‘iew Insert Format Tools Data Window Help

|D (& Close E‘lﬂvﬁlv

A A UE Il -

| Aria T

2 j = =DATED|F(F'E,"1IIIE’IEDE","rn")/
M 0 P 0 R\ \ T

Goal Months VV\JM

Establish |Goal in|Placement|Time in  |Placement |Progr
1 |Date Effect |Begin Date|Placement |End Date |Type Placement Level of Care
2| 1/312006]  8.0[ &H152004) | RUN /
3 | Af282004( | You could use the same formula to calculate the ‘5 TW
4 | 472372003 | piacement. Follow th insiucions for theage. [T/
5 I-Ilr ” 1'-1 ."IEDDE f)c;rrr:;ua(f 2:1; (tar;llrs:5 )t'lme use “M” (for months) instead /
N || ——— oH Level 2
f | BASAI0A 35| B23005 RLUN
g | 87004 137 17245005 IH
L Y R T RUN
10| BASZ2000)  bag| 3152004 FFD Leyal 2 Continuum
1| 7Aal003) 24| 5132005 FFD Level 2 Continuum
12| a/242004) 152 872004 FFD Level 2 Continuum
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When you are dealing with massive amounts of data, it is always
advisable to use a formula when performing Calculations. The
first ahd mOSt opvious reason is that it’s guiCker to let the
computer do it for you. But more important thah Conhvehience is
aCCuraCy. The less you have to manually type in numbers, the
fewer the errors.

There are to0 manhy formulas in
EXcCel to list here, SO we Will
Focus onh the ones that Will
benefit you most when

dealing with CQJ data.




Addition (Sum)

Fd Microsoft Excel - Book?2

Nobody expects you to memorize all the formulas
available, so when you are ready to use a formula
you should first place your cursor in the empty cell
where your calculation will go, then type “=".

The cell reference toolbar will change into a formula

toolbar. By clicking on the dropdown box, you can -0 B
scroll through all available functions. Here, we’ve

chosen “Sum.” [ ] | v

The formula box will
automatically fill in the

cell references for the

column of numbers

j_] = J126;134;142;150;1| directly above (or to the

=] - side if you are adding
- across) the cell into which

you’re placing the
formula. You can change
this reference by clicking

= 4040

Number1: numberl,number2, ... are 1 ko 30 numbers bo sum, Logical values and | the small box to the right

are ignored in cells, induded if byped as arguments,

Faormula result =4040 84 Cancel

of the “Number 1” entry.

J File Edit “iew Insert Format Tools Daka W
J|__°| ﬁrglnsen|ﬂ*ﬁ' = 2l
SLIM j ¥ /| =| =SUM{A1:A20)

I

2

3

4 150

g 158

5 166 1

7 174 Number1 | TFER
0 152

5 190 I"-.Iuml:uerEI
10 198

11 206 Adds all the numbers in a range of cells.
12 214

13 227

14 230

15 238 @l

16 246

17 254

18 2B

14 270

20 278

21 |=SUMIATALD)

22

23




Ed Microsoft Excel - Book2

J File Edit View Insert Format Toaols Daka ‘Window Help

JDﬁrgnsen|ﬂvﬂvEﬁ5§L§l|g1nn%v, J.ﬁ.rial - 10 « Bfg‘§§§|$ §|:::::::,@|,Jr!|va
SUM v X | = =SUM{A1:A20)
a_| 8 [ ¢ [ o [ E [ F [ 6 [ H [ 1 | 4 [ K [ L [ M N [ o | 3
1 1264 —
2 1343 \
3 1424
i 15':'5 la1:az20] |
5 158}
B 166}
7 1741
B 182
g 1900 You then highlight the range of cells for which you’d like to perform the
10 1981 > calculation, then click on the small box to the right of the formula
11 2063
— 2145 prompt.
13 2221
14 230}
15 238}
16 245,
17 254,
18 2624
19 270y
O 208
21 |=SUM(AT A20)
22
23
24

Click “OK?” ahd you’re done!
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Meah (Average)

Ed Microsoft Excel - Book2

J File Edit Yiew Insert Format Tools Daka Window Help

|0 cose @ |- v~ | = £ 2] 2| (3| ol 100 - . | ria - 10 B 7 U
AYERAGE | v | X /| =| =AVERAGE(A1:A20)
A | 8 | ¢ | o | E | F | 5 | H K
1 126
2 134
3 142 This is the same process you used
4 150 to calculate the sum!
a 148
b 1Bk
7 174 AYERAGE
2 182 Mumber1 I 0,1 420 :'«J = {126;134;142;150;1
H 190 Numl:uerEI :k_j =
10 195
11 20k = 202
17 214 Returns the average (arithmetic mean) of its arguments, which can be numbers or names,
arrays, ar references thak conkain numbers.
13 222 Mumhber1: numberl,number?, ... are 1 ko 30 numeric arguments for which you wank
14 230 the average.
::g gig El Formula result =202 DK Cancel
17 254
15 2h2
19 270
20 278
21 |=AVERAGE[ATALD)
22
23
24
25
ac




Count (Countif)

4 Microsoft Excel - BookZ

J File Edit “ew Insert Format Tools Daka ‘wWindow Help

Look at the list in column A. Let’s imagine that you want to know how many times each region shows up in that list (you could do
this quickly with PivotTables, couldn’t you?).

The “Countif” formula will count each occurrence based on the criteria you supply, and place the calculation into the cell you’ve
designated.

Here we’ve highlighted cells Al through A25 in column A as the range, with the criteria being “Davidson.” Be sure to type the criteria
exactly as it appears in your list! The quotation marks enclosing your criteria will be added automatically, but you may type them in if

you prefer.

Jljﬁ‘:gnsen|ﬂvmv Eﬁ%lﬁl|g1nn°fav, J.c-.rial levlﬂ
COUMTIF |1| > ~J| =| =COUNTIF{AT:A25,"Davidson™)
o, B C | D E | F | = | H | |
1 |Davidson Howe hdany ™
2 |East Dlavidsaon |=COUNTIF A A28 "Davidson™)
3 |Hamilton East [
4 | Knox Harmilton
5 |Mid Cumberland o
B |East Mid Cumberland
7 |Hamilton
g | Knox
3 |East CLUNTIF
:II? Eﬁ;ﬂ};ltun Range I.ﬁ.l AZS }J = {"Davidson";"East";"
12 |East Criteria I"Da'-.-'iu:lscun"| = = "Davidson"
13 [Hamilton
14 | knox - . = 2
- Counks the number of cells within a range that meet the given condition,
15 |Davidson
16 |East Criteria iz the condition in the form of a number, expression, or texk that defines
17 e —
138
19
20
21
22
23
24
25
26
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zenheral MathematiC Calculations

There are times wheh you just waht to perform a Simple
CalCulatioh ahd you won’t heed to find a formula.

F4 Microso ft Excel - Book2

J File Edit View Insert Formak Toaols Data Window E

eemR o- 2L E] Here We Waht to determine what

FREQUENCY | ~| X =] =A2/E2

1 Numieﬂ I‘EIFLLrg_EIi_:uf_r__Q ':';-:o a— percentage Number 1 is O'F NumbeT 2.

2 2641 S001=A2/E7]

3 325 a02

4 120 a04

o 125 a0G

5] 130 a0a

7 135 510

8] o] o1 Create a column for the answer (%), type
T “=" in the first blank cell, then click on cel|
12 160 520 o o _ o o (Y¥1}) H

(3 - N7 A2, type the division signh “/”, thenh CliCK on
S cell B2. Now hit “Enter” to get your

17 185 530

S answer!

20 200 536

21
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Ed Microsoft Excel - Book2

J File Edit View Insert Format Toaols Daka ‘Window Help

=8| x|
=181 x]

JDE’.‘:gnseﬂ|nvnvzﬁ,§¢§l|g1un%v, | aial - 10 - B;g‘g%§|$%@|mvavévv
1 | %

A B b [ E [ F [ 6 [ A [ 1T [ J [ K [ L [ M [ N [ 0 [ =2
1 | Mumber 1 [ Mumber 2 % —
2 264 500 0.628
3 325 502( 064741 x|
4 120 04| 0238025
5 125 e0Rl o 247035 Murnber |.ﬁ.lignment I Fonk I Border I Patterns I F‘ru:uteu:tiu:unl
6 130 50| 0255906 Category: ample
7 135 510| 0.264706 General ] ’_5%

8 140 512| 0.273438 Qﬂmgﬁgy pecimalplaces: [ =]

9 145 514| 0282101 Accourting =Sema places:

10 150 516] 0290838 Date

11 155 518 0.299228 ;- —

12 160 520 0.307692 i Our column of percentages isn’t very attractive, is it?

13 165 22| 0316092 Scientific

1 170 524 | ool Highlight the column then choose “Format” and then “Cells” from the top
:g 1;3 232 Dal'j:iggé; Custom = menu. Go to the Number tab and choose “Percentage.” Let’s give this 2

17 165 £=0l 0349057 decimal places and then choose “OK.

18 190 532) 0.357143 Percentage Farmats mulkiply the cell »

19 195 534| 0.365169 a percent symbol.

20 200 536] 0.373134

1

22

23 ITI Cancel

24

25

26

27

28

29

30

KL

32 |
33
34 _ Jﬂ
|4/ 4 [» [p[Sheet1 / | 4] N

JD[awv [:3 C'J

Ready

| Sum=6.302030487 [ | MU | T

Mstart ||| 14 T & D 0 e @ || @nov.| Elche. | Batr..|[EBoo.. Funti.. | [Hinse.. | HAECES NHSSED &3 am




EA Microsoft Excel - Book2 £ Microsoft Excel - Book2

J File Edit View Insert Format Toaols Data Window Help J File Edit Yiew Insert Format Tools Data 'Window Help
JDﬁi‘-goseE|nvnv zﬁ;%¢§¢|g1nn% - . JDﬁ:goseﬂ|nvmv}:f;‘§L§L‘gmu%v,
FREQUEMCY |v| X o/ =| =F2-A7 FREQUENCY |v| X o =|=AZ"F2

A B C b | E | F | G A B C b | E | F | G
1| Murnber 1| Mumber 2| Difference 1 Mumber 1| Number 2| Product
) 264} 500|=B2-A2| 2 264 S00i=A2"B2
T T 502 The same concept can 3 38| B0 Here we are
4 120 504 be used for any 4 120 504 multiplying cell A2 by
5 125 506 mathematical 5 125 506 cell B2.
g Eg g?g expression. Here we ? gg 25'3
5 120 513 are subtracting cell A2 5 110 513
3 145 514 from cell B2. 3 145|514

10 150 a16 10 150 o216
11 155 518 11 155 518
12 160 520 12 160 520

Any of these functions Cah be
performed using a formula from the
dropdown list. Sometimes it’s just
easier to type it ih yourself thah to
ook it up, though!

With practice, these will become
second hature to You and make your
work g ot easier, as well as more
aCcurate.




g

Tips and TriCKs

Keyboard Shortcuts

>Highlight an entire row of data by holding the “Shift” key
downh as you tap the space bar.

>Highlight an entire column of data by holding the “Ctrl” key
down as You tap the space bar.

>Repeat anhy action with the “F¢” key. (This one really comes
in handy when you want to highlight various cells with the
same color. Choose the color onhce, theh use F¢ to repeat it
on other cells.)

75



EIREE

>QUICKIY count how many rows in A [ B [ C [ 0D

1| Muraber 1| Mumber 2| Product

section by highlighting the first row of T
those you wWaht to count, then hold | F
down the “Ctr|” key dowhn as you drag | N 5
the mouse down, highlighting all rows |
you’re counting. WatcCh the left side — 'IL

35 510
do you see the tihy number followed by__

40 512
13
“R’? That is the count of rows. ﬁ I

1
1
1
1
145 a14
150 A16
155 A18
160 520
165 a2
I 7
> Dropdown Lists - Highlight a Cell or group Of Ccells (eX:
A1:4A12). Choose “Data” from the top menu, then choose
“Validation.” Choose "[ist" in '
the “Allow" text box and in
the "Source" text box type in
your |ist Of Values separated
by Com mas. C”Cl< “OKo” I apply these changes ko all okher cells with the same settings

cd




Now when you select ahy of the cells Al to

A12 a small arrow appears at the right of _— .
the cell. CliCk onh it ahd You are offered a T |:
selection of the Values that you have J—F
submitted. _

>TO qUICKIY Create a Sraph from any array of numbers, first
highlight the numbers, then CliCk F11 on your keyboard.

> Did You just make a mistake ahd erase anh entire columnh of
data? BY holdihg down the “Ctr|” Key ahd then tappihg the
letter 2, YOu Cah unhdo the |ast aCtioh You tOOK.

>TO turn your column headers into dropdown poxes, first

highlight the first row Of your spreadsheet, then choose
“Data,” “Filter,” and thenh “AutoFilter” from the top menu.
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F4 Microsoft Excel - September Class and Delinquent - |5’ |5|

J File Edit View Insert Format Toaols Daka ‘Window Help -|5’|£|
D@l oo |2 & 415 @ @ @B w0 -, | anial -u - BZUE=E=E%%9 @H->-A-.
Fa | =| BlackiAfrican American
A B C D E F G H | —
Child's B
Child’s Child's Hispinic |Custody [Adjudication
1 - |Assigned Coun ~|Managers Hame -~ |DOB - |Gend ~|Child’s Race « | Origin | Date - |Code -
2 |Davidson D&YIDS 0N Allen, Cornelius 271201958 | M 241852004 M
3 [Davidson DAYIDSON Allen, Comelius 107211987 M Eggt}j?n---)} M 4/2972004[N
4 |Davidson DAYID - I .ﬁ.mericaﬁlllndianj.ﬁ.laska Mative M 4/3/2003 M
& Davidson Davipe Now click on the sma}ll arrow to engage the | sian M 1190005 M
& [Davidson DAviDg dropdown box, enabling you to scroll down BlackjAfrican Ametican M 51120061
7 [Davidson DAVIDY to the information you would like displayed. tive HawaianjOther Pacic Islander ¥ 5/16/2005 N
8 |Davidson DAYIDY If you want to just look at Asian children, :I Unable To Determine I a/52004 (M
9 Daidamn DAVIDS) then choose “Asian” and only those children ::;te N Barne
aviasan H H H H

T EYRE SITE \C/I\{lthla radce designated as Asian will be M — C . TEREEAR
12 [Davidson Davipg displayed. White / N 712172004 [N
13 |Davidson DAVIDSTN Allen, Tornelius T/TATIEN inIackIAfrica fan M 841472001 |M
h h

14 [Davidsnn NANINSCIN Allen Crarneling 1ﬂf1ﬁf199ﬂw AMRSANNA

The best way to discover more tips ahd triCKs is tO exXperiment!
pon’t be afraid to try thinhgs — and don’t be afraid to utilize the
Help feature in Excel. When you get really stuck, g0 to
www.google.com and type your question. You’d be surprised how
many others have had the same question!
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http://www.google.com/

GPSS for Windows 11.5.1

e The BasiCs
e Data Mahipulation
e Tips and TriCKs
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SPCSC (Statistical Package for the SocCial Sciences) is a program for
analyzing data. Data from EXCel ahd other sources Can be used by
SPSS to Create reports and 8raphs, and to perform desCriptive
StatistiCs on data.

While some of the basiC instructions given in this manhual for
MiCrosoft products still apply (SUCh as Copy, paste, etC.), it’s
important to hote that SPSS is hot a MiCrosoft product, SO there
are haturally going to be some differences.

For that reason, this section of the manhual will operate onh the
assumption that the reader does hot Khow the basiCs Of
Microsoft ahd Will provide separate ihstruction for the basics in
the pages that follow.
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The BasiCs

File Edit Wiew Data Transform Analvze Graphs Utilities Window Help

(85| Bl o[ ] =k ] = Bl
1:

war var war

var

- First, you heed to familiarize yourself

with the program. Start SPSCS and take

3 minhute to |00k at the blank Canvas

before you.

—
SOjofool oM |k —

=
—

This First sCreenshot is the data View.

ol = = ==l =] =] =] —=
[} Lul| il ¥l ul gl =) RN o)

>This tab is where you will enter your
data, Or View data that has already been
— entered.

Each row is Called a “case” and each

column is Called a “variable.” (More

ol W O N S O e T
o~y mnm =]k —

/

/

about those |ater.

30 L

31

|4 [ * ]\ Data View £ Varishle View
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Untitled - SPSS Data Editor

File

Edit

Wiews Daka

Transform  Analyze

araphs

LIEilities

Window Help

=EH|S| =] =] 5 =lk] 4l EleE ElBE [F @)

Mame

Type

Whidth

Decimals

Label

“alues

flissing

Columns

Align

Measure

)

S

/~

Y

o ~djomf &= odf ko) —

jie]

—
(]

—
=5

We’ll describe each of these variable attributes later.

The second tab is called the “Variable View.” This is where you will enter all
the information required to define your variables. This is also where you
control how the data view looks and how data appears as you enter it.

—_
e8]

—
La

—=
i

—_
m

—
ol

—=
|

—_
]

—
wa

B
(]

o]
—

]
ka

B
LJ

]
=

I
m

B
o

5]
|

]
(]

B
[4%]

30

31

32

4 [ ¥ % Data Wiews X variable View f

|EX

lemce Ao

R ]
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Setting Up a Database

The first thing to be done when setting up g database is to
determine what questions you'll be asking. For this mahual, we will
be using the Case Process Review as ah eXample.

For eacCh review you do (eaCh Case), there are a humber of
questions that you are asked about the contents of the Case file.
That Case file Will be one row Of data inh SPSS, or ohe “Case.” The
questions that You ahswer gbout that Case Will be the variables.

[LOOK at the sCreenshot of the Case Process Review below.
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A, B C D E F (5 H J 2
11 |Initial Placement: Current Placement:
12 | Current Level: Diate of Most Recent Placement: | Ferm Goal:
13
14 |Section A: General
15 | AT |5 the file arranged according to DCS policy 31.57 Y es
16 A2 Does the file label include the child's first and last initials, and THKIds 1D nurmber? Mo
17 |A3 |5 the file labeled "Confidential?” Mo
18 | A4 Have all case recordings been updated in ThEIds within 30 days of casework? Y es
31 |Section C: Intake - Does the file include:
32 | The Helease of Information form (CS007B, CS0555  ar prior form)? Mo
43 |2 The Informed Consent to Routine Health Services for Minors form (CS02068)7 Y es
34 |03 The Initial Healbybastiqnnaire form (CS0543)7 Mo
35 Section D~ _«Ceqgal - Does the. clude:
///[:hildren who entered ior to March 27, 2000, a court order stating that reasonable efforts
6 | D 0 prevent removal were made O reasonable efforts were made to reunify the child and family? Mo
Z For children who entered care after March 27, 2000, child-specific court arder {or a transcript
the court proceeding) stating that able efforts to prevent removal were made {or not required)
3 iled no later than 60 days after th = removal from the home? Y es
An initial judicial determination of read le efforts to finalize the permanency olan dated no later than
38 |03 122 months from the date of custody? For each section of questions, you will see question numbers (example: Mo
For children who entered care pr| Al, A2, A3, and A4 in Section A). You will use these as the variable
39 | D4 that resulted in a judicial finding of "¢/ N@mes in SPSS. Mo
For children who E".tE.rEd. care on e questions are in white, and will be summarized to become the
40 |25 to the effect that remaining in the hotl \araple Jabels in SPSS. Each question will be a variable and will fes
41 | D& Documentation of the adjudicatory he receive an answer of Yes, No, or NA. o
42 |07 Documentation of the probable causs Y es
43 |08 Ongoing affidavits andfor court hearir] The answer in column K will become the data for this case. |
44 |Section E: Verification - Does the file inclu i i 4}
45 |ET Faor a child who is a U.S. citizen, the child's Social Security card (or if a copy, a request fon. xard)? 5
46 |EZ2 For a child who is a U.S. citizen, the child's bith cedificate (or if a copy, a request for the origitTae—— [ Mo
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Go to begin building a database from this review tool, we Will open
the variable view. [et’s begin with the first question onh the
review tool, “Is the file arranged according to DCS poliCy 31.5?”
The question humber is “A1” and this Will become our variable
nhame in the first column.

Marme Type Label “alues Missing Cexl

i e 3 5l ananged acceording fo DG palicy 31 57 0 Yesh Mone 8 ‘

nl A hl ' |ﬂ |ﬂ |h {1 F T R B [Eatalnlil hdﬁ\f i hl |F

TYpe Of Variable refers to the type of data YoUu'll be entering for
this question. All the ahswers onh the review tool| will be “Yes,”
“N0.” SO ih order toO Simplify aggregation, we Will be coding all “Yes”
ahswers as 1, and all “No” answers as 2. Qther types include date,
currency, and string (which would be used for child hame, etcC.).

Label Walues Missing | Cc2l

H B m I Is le amanged accardng fo DG poley 31.5¢ 0 Yesh Mone 8 ‘

' |ﬂ {1 F T R B [Eatalnlil hdﬁ\f i |h| |F

Width Decimals

Decimals
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“Width” refers to the width of the data. If You khow that all of
your ghswers are going to be 1 or 2, thenh You Cah put a width of
three sihCe no answer would be |onger thah three humbers.

“Decimals” refers to whether or hot your humerical data has
deCimal points.

“Label” is where the questions from the review too| will be placed.
This is t0 be used as a label for that variable, and you heed to
remember that You may be Creating Sraphs later, SO the label Will
nheed to be as short as You Cah make it, but Still desCriptive of the
Variable. AS you Cah see, most Of the questions have been
summarized below.

Mame Type Width | Decimals Label \ “alues L Missing | Ce2l
= | ez ool — = e I S TE e B o
10} a3 Murmeric 3 2 I= the file labeled "Confidential?” \ {1.0, ¥es}.. |Mone ]
11]c Mumeric 3 2 / Release of Information (CS0076, CS0558, ar prior form) ‘N1.EI, ‘fesl.. |Mone 5
12]c2 Murneric 3 2 \ Informed Consent to Routine Health Services for Minors (CS0206) M1.EI, Yesh.. |Mone 5
13]c3 Murneric 3 2 Initial Health Questionnaire (C50543) / {1.0, ¥es).. |Mone 5
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“Values” is where a value Cah be assighed to a question response.
Some review toolS may have five ahswers to Choose from fOor each
question. To simply things, You Cah assigh a humber to each
choicCe. Here, the humber 1 has been assighed to “Yes” ahswers
ahd the number 2 has been assighed to “NO” ahswers.

Manual Test - SPSS Data Editor |8 x|

Fle Edt View Data Transform Analyze Graphs Utiities ‘Window Help

308 B ol-| ] k| 6 £ BHE

Hame Type | Width | Decimals Label | \falioe | iccinn [ cou)
peend  Date [0 |0 PerErnd S el [
4 reviewer | String il I Revh 2 click on the small box o
olcounty | tring il I Cour ~Value Labels oK :E?ég\ggtg???ar with g

| e a0 0 Ol ——
b reqion Str! Here, the value of L for E Value: . — T TYOTTE
F tl Stn “Yes” has already been n lllllllaluE |.E||JE| Nd ND”E ND”E .I El:l
alaf Hyr| added. We are in the i Help {10, Yes | M -

process of adding 2 for — dad 1 [10="es" —_— ~J

9)a NIl “No.” The next step in the [ {1.0, Yes}... |Nong :
1043 Nur eﬁamm‘ingdﬁ,w”ébﬁ to h ; {1.0, Yes}... Mone 5
T I R P B o (10, Yes) None 6
12}c2 I 1.0, Yes]... |MNane 5
3]c3 Mumeic 3 2\ \ ,L., S (1.0, Yesh.. |None 5
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Now let’s add some data!

TR
File Edit “iew Data Transform  Analvze Graphs  Ukilities  Window  Help
=|W|S| B o] L k| 6l = BlEE %9
|24: t |Martin, Elizabeth
region il al aZ ad cl c2 c3 dl d2 d3 dd e a1l all ﬂ
1| Davidson Dooley 1 1 1 2 1 2 1 1 1 2 1 1 2
2| Davidson Reginald L. Woods 1 1 1 1 1 1 1 1 1 1 1 1 2
3| Davidson Feginald L. YWoods 1 1 1 1 1 1 1 1 1 1 1 1 2
4| Davidson Reginald L. Woods 1 1 1 1 1 1 1 1 1 1 1 1 2
5| Davidson Reginald L. Woods 1 1 1 1 1 1 . 1 1 1 1 1 1
B Davidson MOMNYE EJIOFOR 1 1 1 1 1 1 1 1 1 2 1 1 2
7| Davidson Reginald L. Woods 1 1 1 1 1 1 1 1 1 1 1 1 2
3| Davidson MOMNYE EJIOFOR 1 1 1 1 1 2 2 1 1 2 2 1 2
9| Davidson MOMNYE EJOFOR 1 1 1 1 1 2 2 1 1 2 1 1 2
10| Davidson Reginald L. Woods 1 o — 1 2
Bl Donvicieon Reginald L Woods i Now go to the “Data View” tab and enter your data. i 5
12| Davidson Reginald L. Woods 1 L. . i 1 2
13l Davidson Reginald L YWoads 1 This is what your page of data will look like once 1 1
12| Davidson NOMYE EJIOFOR 1 you’ve entered all your completed review tools. Notice 1 3
15| Davidson Reginald L. Woods 1 that there are no “Yes” and “No” answers on your page. 1 1
16| Davidson MOMYE EJOFOR 1 However, there are 1s and 2s all over the place! 1 2
17| Davidson Reginald L. YWoods 1 Remember, we made 1 stand for “Yes” and 2 stand for 1 2
18| Davidson Reginald L. Woods 1 “No.” After entering all the data, you will see how 1 2
5 Davidson Reginald L. Yoods 1 much easier it is to enter a “1” as opposed to typing in a 1 2
20 Da\r!dsun Reginald L. Woods 1 “yes” 500 times!. 1 1
21 |Davidsan Dooley 1 2 2
22 |Davidsaon Dooley 1 2z T T T T T T 2 T 1 2
23| Davidsaon MOMNYE EJIOFOR 1 1 1 1 1 1 1 1 1 2 1 1 2
24| Davidsaon Martin, Elizabeth 1 1 1 1 1 1 1 1 1 . 1 1 .
25| Davidson YWoods, Reginald 1 1 1 1 1 1 1 1 1 1 1 2
26| Davidsan YWoods, Reginald 1 1 1 1 1 1 . 1 1 1 1 1 2
27 |East hartin 1 1 1 1 2 1 1 1 1 1 1 1 1
28| East Muchols, James 1 1 1 1 1 1 1 1 2 1 1 1 2
[ 7 \Data view £ variahle view J - : Nl 0 “ “ “ - “ “ e
T | | | |

88



Now let’s ruh some basiC StatistiCal procedures on the data that
has been entered. e heed to Khow how manhy reviews were
completed in eaCh region.

Manual Test - SP55 Data Editor -3 x|

File Edit ‘iew Data Transform | Analyze Graphs Utilities ‘Window Help

= : Reports ¥ =l e [ wmﬂ
i) [
Elu |§| !I - | nl El Descriptive Statistics « ” 1] inti
T reviate 0 Tabes b Descriptives... Cho_os_e Analyz_e, then Descriptive
ot Compare Means b Explore... Statistics,” and finally “Frequencies.” ; —
revoate REr General Linear Model  * Crosstabs, ., ﬂ
1 03-AUG05 01 Mixzed Models »  Ratio... Dooley
2 14-JUIL-05 01 correlate ¢ TREQNTET L vvO00s Davidsaon Reginald L. Woods
3 14-JUL-05 01 Regression » Reginald L. Woods Davidsan Reginald L. Woods
ﬂ
& revdate " Wanablelz]:

o — 1 gcroll down until you see “Region.”

> perend

v :ll Double click on region to add it to the

e = | Variable(s) box. Now choose “Ok.”
al LI

|

v Dizplay frequency tables

Statistics... Charts... Format. .. |
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fi= Outputl - 5P55 ¥iewer — ﬂ

File Edit Yiew Insett Format Analyze Graphs  Utilities  indow Help

=SR] el = o @k 2 & ¢

€] =] WO ===

= {&] Output
B E Frequencies
| , . =+ Frequencies — —
1 Statistics This will open a new document called “Output.” This is where
[ Region the results of all your statistical procedures will be placed.

Statistics

Region By running frequencies on_the regions, we now have a chart with

e TTog how many (frequency) reviews were entered, the percent of the

Missing 0 total entered, and the cumulative percentages.
Region
Cumulative
Fraguency Percent Yalid Percent Percent

Yalid  Davidson 26 1.6 1.6 1.6
East 185 11.6 11.6 13.2
Hamiltan 18 1.1 1.1 14.3
Knax 284 17.8 17.8 321
Mid Curnberland 67 4.2 42 36.3
Morheast 151 9.4 9.4 457
Morthwe st 121 76 76 53.3
Shelky 209 12.1 121 BB.4
South Central g0 5.0 5.0 1.4
Southeast 173 10.8 10.8 82.2
Southwest 141 9.4 9.4 91.6
Lpper Cumberland 134 a.4 2.4 100.0
Total 1599 100.0 100.0

« | 2

|T |5F‘55 Processor is ready | |




Now [et’s run the frequencies again, but add a Sraph this time.

File Edit ‘fiew Data Transform Analyze Graphs Uklities Window Help

- 18| x]

SO EEEER N EEER R
|1 Tevilate ‘EIE-:&I.IG-EEIIJE 181310
revate perstart perend FEVIEYET b | oo | tl
Choose “Analyze,” then “Descriptive Statistics,” |
; X|| || and finally “Frequencies.” D'EyldL T
e | ginald L. Woods
3 @ revilate j E"?:'Tii]' oK This time, after you place “region” in the ginald L Woods
e 7 13 7
i @ perstart 3 160 e variable(s) section, choose “Charts. ginald L Woods
2 gper?m | Now choose “Bar charts” and then “Continue” and fginald L. Wouods
G é’e“"e"l”e’ E then “Ok.” NYE EJIOFOR
7 @;;DUHP Davidson Reginald L Woods
g sl X| Davidson NONYE EJIOFOR
9 o, , Davidson NONYE EJIOFOR
v Cant

10 iboa [ — Davidson Feginald L. Woods
1; ¥ Display frequercy tables & Bar chats Cancel gaﬂjs':'” EEQ?HE:S :: E:”:'js
avidson eginald L YWoods
13 Stalistics...l Charts... | {" Piechats i Davidzon Heginald L Woods
14 LIS OT-JU 0] T IO T T C L Histograms Davidson MONYE EJIOFOR
18] 21-JUL05|  O1-JURO5 IReginal || Wittinarmal curve Davidson Reginald L. Woods
16| Z-JUL05)  O1-JULO5|  31-JULO5 MONYE Davidson NONYE EJIOFOR
17 14-JUL0s)  01-JUn-04 31-AUG-05 Reginal - - Chart Valugs Davidsan Reginald L. Waoods
18] 18-JUL05)  D1-JUNDS| 30-JUND5 Reginal | & Frequencies " Percentages Davidson Reginald L. Woods
191 18-JUL0s|  D1-JUN05 30-JUN-D5|Reginal Davidson Reginald L Woods
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Frequency

Number of Reviews

300

200

100

300

Region

Region

BY double-clicking oh the graph, You Cah Chahge how the Sraph
|0OKS. Here’s anh eXample of how it could be altered:

Number of Reviews

i
J

Davidson
East ]

Knox

Mid Cumberland]
Northeast 1
Northwest T
Shelby T

South Central]
Southeast 1
Southwest 1
Upper Cumberland]
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TO examine the relationship between twWo or more Variables, the
CrosStabs statistiCal procedure is used. For example, you would
like t0 compare the data for the Variables “Notice of AcCtion” and
“Reviewer” to determine where the deficiencies are, anhd you'd like
t0 See this within the Category Of regions.

[/ Manual Test - SPSS Data Editor |8 x|

Fle Edt View Data Transform | &nalyze Graphs Utiities ‘Window Help

“ . Reparts b
l}ln él ﬂlﬁl @ [:necripti'-.-'e Skatistics EL:‘;‘;::;;T'%J
Mame Type  Tables b Descriptives... Label - | - B ing | Columns | Align Meacl
. Choose “Analyze,” then - -

2213 Numeric ~ CompareMeans b Explore.., 2t Plan “Descriptive Statistics,” and f Right ~ |Nominal
23414 Numeric ~ Seneral Lnear Hodel ¥ [REECHy Hfying Perm P finally “Crosstabs.” 5 Right | Nominal
241515 MNurmeric ?'XEleDdEE : ’ ary and Placer d Right  [Maminal
%416 Numeric RZ;:SZH SN e Tomm (C[T, Yes}. [Wone : Right | Naminal
2bfal? Murmeric Loginear 5 Terﬁ\ U /2 senices |{1, Ves) hone o Right  |Nominal
27|al8 NUMBIC  agsfy p|  Netice N\ {1 Yes)..  |None 5 Right | Norminal
28|19 Numenc  Data Reduckion v | [Werfication of Notice Sent M, Yesl..  [Mone h Right MNarminal
29{a20 Numeric — Scale ¥ | |Daniel Memarialiindependent Living referral (age {1, Yes) Mane d Right ~ |Nominal
A0fa21 Mumenc ~ Momparametric Tests M| 3 most recent Quarterly Progress reparts 1, Yes] fone b Right  |Nominal
31|a22 Murnerip ~ Survival M 13 most recent FCRE forms i1, Yes) Mane 5 Right  |Mominal
(a3 Numeric __MuipleResponse ¥ ™11 ot EREDT (1 Yesl.. |Naone : Right | Naminal
==Y - L . Y [ —_ e —— Lo " imlea e L - - L Lo
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EIE
File Edit ‘iew Data Transform  Analyze Graphs  Utilidies  'Window Help
S8(8| B o B =k 6l = BEE el
Mame | Type | Width | Decimals | Label “alues Missing Columns Align Meaz2l

el EYl - Crosstabs x| {1, ¥esh. Mone 5 Right Maminal
23] als rm Plan 1, ¥esh.. Maone 5 Right Marninal
241 a1E ®d2 ;I HEW[S]:_ ok I lorcemomt etificatine anE'1 Vo 3 Pl c Right Maminal
SElaie |®da B} reviewer A Here, the variable “Region” has been placed in the Right Marminal
26[at7 | P 8 Layer section. This is the major division of your Right  |Mominal
27 [ate %:] . Columrfsk A —| crosstabulation. Right |MNominal
28la1t | 5y W alh — = Right Morninal
29[320 | 12 “Reviewer” has been placed in the Row section and Right  |Nominal
30fadl 1 a13 Layer 1 af'1 J—] | variable “A18” (Notice of Action) has been placed Right Mominal
Aals | a14 Preious Ne in the Column section. Riight Mominal
32227 | @ als 7 Right Maminal
33|az: | alE A} region Right MNaminal
34| 822 ®a1 lucted within 30 days of ¢|{1.0, Yes} Mone 5 Right Mominal
35| a2k ’ = rmation letter {1.0, Yes} Mone 5 Right Maminal
36| 327 [T Display clustered bar charts include date of ERSDT (1.0, Yes) Mone 5 Right Morinal
37| 820 last marking period {1.0, Yes} Mone 5 Right Morminal
S|ac | ouperessiables Jetail agency CM visits w|{1.0, Yesh..  |None 5 Right  |Maminal
39| a3C Statistics. .. Cells... Foimat... pplication (C50475) {1.0, ¥es}k.. |[Mone g Right Maminal
40 231 redetermination (CE0477){1.0, Yes) Mone 5 Right Marminal
41 a32 Murmeric 3 2 Motice of Child Welfare Benefits Summary (C305){1.0, Yes} Mone 5 Right Mominal =
421233 Murneric 3 2 Motification of Change of Circumstance (FAQDS48 ({1.0, Yes} Mone 5 Right Morminal
43234 Murneric 3 2 Insurance Card {1.0, ¥Yes} Mone 5 Right Marinal
441235 Murmeric 3 2 TennCare Select DCS Enrallment/Screening®eri|{1.0, Yes) Mone 5 Right Maminal
451236 Murneric 3 2 Foster Care Board contracts (CS0565) 1.0, Yes} Mone 5 Right Morminal
45
47
43
49
S0
51
52
53 =

4 [ » [\, Data View 3 Variable View f |« ] | L|_I

|SF‘SS Processor is ready | | | |




95



18]
File Edit Yiew Insett Format Analyze Graphs  Utilities  indow Help
= SR el B o Bl=k] @ & 1|
e R ] [ ] e
zstabs _I
Title Reviewer * Notice of Action * Region Crosstabulation
Motes _ Count
Casze Processing Summary - -
Revigser * Motice of Action * Region Crozstabulation Matice ofAction
Fegion eg o Total
David=on Reviewer  MNOMNYE EJNOFOR 3 1 3
Reginald L. Woaods 4] 4] 12
Now we can easily see a Reginald Woods ! 0 !
breakdown for this Woods, Reginald . 2 2
variable (Notice of Tmé' 1 E 18
. . East Reviewer  Amanda Dunn 1 1 27
Action) by reviewer, and Canni M
anni Mitchem 2 1 2
gro_uped together by Cannie Lay 3 5 5
region. Dehhie Ward 1 0 1
dehaorah tracy 3 i 3
Remind you of Easter, Michagl 11 2 13
PivotTables? Jeann Kagel 2 0 2
Marcy Wartin 12 1] 12
Mary Paulley f i A
Michelle Greemway 14 3 17
Muchols, James 10 1] 10
richard miller ] 1] ]
rick miller 10 1 10
Tami Cox 7 1 7
Total 107 a 1145
Harmiltan Feviewer  Connie Horton 2 2
Linda moore 1 1
Linda Moore 4 4
Liza Mewcomhe 1 1
Ruth Auls 1 1
Total 4 4
knox Reviewer  Andrew, Marguita a 1 G -
1 [ ]]4] | L|_I

|T |5F‘55 Processor is ready




There are times when you'd like to use SPSS with Excel
Spreadsheets sent to You by someone else (like the Briah. A Class
list). BY making just @ Couple modifiCations to the ExCel column
headings, you Can easily import the spreadsheet into SPSC.

Manual Test - SPSS Data Editor
File Edit Wew Data Transform Analyze Graphs  Uklities  Window  Help

ey
Cpen

Read Text Data

| = | a4l P

Save
Save As,..

Chrl+-5

Edit Query ...
Run Query ...

finally “New Query.”

Za\

Display Data Info...
Cache Data.. .

Prink. ..
Prink Preview

Ckrl+P

£

1

Begin by choosing “File,”
then “Open Database,” and

d2

d3

dd

el

a1l

all

ald

al3

ald

ala

—

-

\
=

\ 1

RN R AN NI

IS

N

O
\

Switch Serwver..,
Stop Processar
Recently Used Data
Recently Lised Files

Zhrl4-

4
4

[N USSR [N I N RNPRS [N RPN (DU [P Y

Exit

—_ = = = = =

—_ = = = = =

JRPRY (RS RPN R [
s = = s s s =
JRPRY (PR PRSP IR RO OO R PR [

Fal b = P =] =] = = =]

||l mlral =] =],

e mam s m =] s =] = =

e mam s m =] s =] = =

| | =l = | = = = = R

R k| = =] =] = = =] =] =] =

e mam s m =] s =] = =

| N SN N SN G S B N N N

| = | = = = = R —=

e mam s m =] s =] = =

RS A (NN [N NN R R Y gy B

| e
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Manual Test - SP55 Data Editor

File  Edit

Yiere Daka  Transform  Analyze  Graphs

LItilitie:s

Window Help

=8| x|

|8 B| o] D] =[k]| al Elr BlElE

|1 : revdate

‘EIS-AUG-EEIDE 18:13:10

tl

al

a

a3

[

c2

c3 d1

o2 d3 d4

el

a1l

all

212

al3

ald

als

Daooley

1

Reginald L. YWoods

-
ODBC Driver Login

[y 1

[rata Source:

Datahase

DOl m )k —

[}

—
=

—
—

—
[

Excel Files

1

1

2

1 2

Database Wizard

during your SPSS session.

IC:'\D ocuments and SettingsheilB8235\Desktop

Cancel |

ok, |

X

2

1

1

2

1

~

1

MSE Files
iles - whord
Chluzic

g o v oo ay

—
(R}

Reginald L. YWoods

—
=

MONYE EJIOFOR

—
iy |

Reginald L. YWoods

—
o

MONYE EJOFOR

—
|

Reginald L. YWoods

—
o0

Reginald L. WWoods

—
[}

Reginald L YWoods

[
=

Reginald L. YWoods

s8]
—

Daooley

(]
[

Dooley

[
|5}

MONYE EJIOFOR

% Encel Files
-whord
% M5 Access Databaze
% Remedy ODBC Data Source
% Wizual FosrPro Databaze
% Wizual FosPro Tables

Kl

Add Data Source. ..

Choose “Excel Files” and

then choose “Next.”

Now browse to your Excel
spreadsheet, then choose

“Ok.”

s pa = = s s s —

IR =] B =]

b = = = = = ] | =] = = =

sl am]la]a w = = =

]
-

Martin, Elizabeth

]
o |

YWoods, Reginald

[
o

YWoods, Reginald

< Back

Mext =

Cancel

Help

]
=]

Martin

]
o0

Muchols, James

[}
[}

hartin

30

kartin

31

Paulley

| = = =] —]

—_| = = = =]

—_| = = = =]

—_| = = = =]

| | | =] pa)

—_| = = = =]

4 [ ¥ ]\ Data view A Variakle View §

L«

_L_L_L_L_L.
P = = ba| =
| = pa = =

2

r

—_| = = = =]

—_| = = = =]

P = = | pa| — | §

| = 2| =] = a| = =] =] =Ml =] =] = =] =

—_m| | | = = = =] .

P = b = = = — .

vm_x_-._-._mm__-._
4

|SF‘SS Processor is ready |
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Manual Test - SP55 Data Editor

File  Edit

Yiere Daka  Transform  Analyze  Graphs

Itilities  Windomw  Help

=8| x|

|8 B| o] D] =[k]| al Elr BlElE

|1 : revdate ‘DS-.-'—‘«UG-EDDE 181310
tl al a2 ad cl c cd d1 2 3 d4 el all ali al2 al3 ald 215 ﬂ
1|Dooley 1 1 1 2 1 2 1 1 1 2 d d - d 1 1 1
2|Reginald L. Woods What you see is a listof |1 1
3|Reginald L. Woods all the column headings in |1 . 1
4|Reginald L. Woods Select Data your Excel spreadsheet. 1 1 1
5|Reginald L. YWaaods Maw you need to zelect the fields yau wizh to wark with. Tao select items, click on anitem in the ' 1 1 1
ElMOMNYE EJIOFOR the mousze button preszed, drag it over to the 'Retrieve Figlds' list. Place your cursor over 1 1 1
7 |Feginald L Woods Hint: Diragaing a table selects all of its fizlds. “Sheet 1” until it becomes |1 1 2
B|MONYE ENOFOR a little hand. Now drag 1 1 1
13 ESQT:aIIEdELJ_lS\anDSS Lvailable Tables: Retrierve Fields [n This Order: ﬁ?eﬁfjts]i-r:qr‘]oisﬂz)er?ee:“eve 1 1 !
11]Reginald L. ¥oods section. Now choose 1 1
12|Reginald L. YWoods “Finish.” 1 1 )
13| Reginald L. YWoods 1 2 2
14|NONYE EMIOFOR | B Chid's Mame 1 1 2 ]
18|Reginald L Woods | 2. Client ID 1 1 1 1
1B6|NONYE EJIOFOR | g Custody Date 1 1 1 2
17|Reginald L Woods | g Manager Positon Nurber 2 1 1 1
Sl et | I S % b anager's Mame
18|Reginald L. Woods | . B Team Number 2 1 1 2
19| Reginald L. WWoods 2 1 2 2
20| Reginald L. YWoods « | N 2 1 1
21| Doaley 2 2
22| Doaley ¥ Sot field narnes 1 1 _ _
23 MOMNYE EJNOFOR 1 1 1 1
24\ Martin, Elizabeth 1 : : :
25 "-.-“-.-"Dljdsl, Reginald ¢ Back I [ Eimish Cancel Help 1 1 1 2
26|'Woods, Reginald , , , , , , - , , , , , = 1 1 1 2
27 [Martin 1 1 1 1 2 1 1 1 1 1 1 1 1 1 1 1 )
28| Muchals, James 1 1 1 1 1 1 1 1 2 1 1 1 2 1 1 1 1
29| Martin 1 1 1 1 1 1 1 1 2 1 1 1 1 1 2 1
30| Martin 1 1 1 1 1 1 ) 1 1 1 1 1 1 1 1 1 1
AT Paulley 2 1 1 1 1 1 2 1 2 1 1 1 2 2 1 2 Z'_ILI
4 [ # ]\ Data view A “ariable View / ||« | b

|SF‘SS Processor is ready |




SPSS will return an error message that reads:
H 1]0]: il

. M aner® confaine an el This is because the
The wariable name ™Manager” contains an inwvalid character, . .
& Enter walid variable names on step 5. variable names in SPSS

need to be short ahd
contain no Spaces.

Choose “OK” ahd you will be able to modify the variable hames.

Database Wizard - Sstep 5 of b

¢

SPSS has assigned acceptable alternative
variable names that you may or may not want
to keep. In this example, you would want to
manually change them for more clarity.

nginal walues a= "\ However, remember that these are just variable
g retrieved, the| Names and won’t show up on your charts or
graphs. But if they are left unclear, it will be
difficult to know which variables to choose

Define Yariables

Enter or edit vanable names for the fields being r

To conwvert an alphabetic swariable o numernc u

Mote: IF pou do not zupply wariable names for
wou [e.g. warld07 ).

Result vhl e Hame | Data Typ when you want to perform statistical

=hest1d: A==signed Fegion Azzigned Alphaketio procedures.

Sheet1$: Assigned Courty A==ign Alphabetic |

Sheetl§: Manager'a Mame rManager! Alphabetic —

Sheet1 ¥ Manager Position Rumber | Manager_ Alphabetic —

Sheet1§: Team-NumbE:r Team_MNum FMumeric

Sheet1$: Client 1D Client_| Alphakbetic I-

=hest1d Child's MNamea Child's_ Alphabetic —

Sheet1$: Child's OB Chilcd™ Mumeric

Sheet1d: Custody Date Custody Mumeric
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Define Yariables

E riter ar edit wariable names for the fields being retnewed fram the data zource.

|y

To conwert an alphabetic wariable to numernic using the original values as wvalue labels. check “Yalus Labels bo=x.

Maote: IF you do not zsupply warnable names for the fields being retrieved. the rezulting «ariable names may be supplied for
vou [e.g. warO01 1.

Result Yariable Hame

Data Type

walus

Here is what it looks like after changing
the variable names. If you try to make one

=heaetl1 $: A==igned Region Fegion Zlphabhaetic
Shest1 §: Assicaned County oty Alphakbetic of the names too long, SPSS will stop you,
Sheest1$: Manager's Mame ha Alphabetic so it’s impossible to make mistakes here!
=heet1d: Manager Position Mumber | Position Alphabhetic
Sheetl fi: Team Humber Team rlumeric
Shest1 $: Cliend 15 1T Alphabetic —
=heet1 $i: Child's Mame Mame Zlphabhaetic —
Zheet1F: Child's DB L8 Furmeric
Sheset1 f: Custody Date [ e L L Flumeric
| < Back I Fe=t = I Firnizh I Cancel I Help I

Now choose “Finhish.” OnhcCe your database is imported into SPSGE,
take g |00OK at the Variable view. You’|l hotice that the column
widths are set t0 a default of 255. That’s way too |arge! You Cah
leave it as is, Or You Cah Change those to make your data View
easier to read.
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Sometimes it’s hecessary to group together data for anhalysis. We
Cah do that by splitting the data file into sectionhs. For example,
let’s |00k at the Class list split by regions. Choose “Data” ahd then

“Cplit File.”

Untitled - SPS5 Data Editor

File Edit ‘iew Data Transform  Analvze  Graphs  Utilities  Window  Help

=8| x|

Z|H|38| B| oo D] =] sl Ee= ElslE %l

|1 : age |
Bl seicrie x|[ id dob doc age var var ﬂ
L @cnunty  Analyze all cases, do not create groups Qk. | ,1_DB1DB EEEEE?
—  |[Al em %" Compare groups p40128
E{pﬂsmm - Sl Paste | f1a1902 Choose to compare groups and
— > Organize output by groups 7 R
|| team Groups Bazed or; Reset | 131064 thel:] plaqe the R‘?glon
A id B HG6 106 variable into the “Groups Based
@@ <] _Carcel| b3g306 | on” section.
@ Help | 157578
| # age PR094E 22-MON-00
I £ Sort the file by grouping wariables pO07666 02-5EP-57
 Filei H27E5 21-3EP-93
I ilz iz already sarted
20465 11-WO%-00
— Curent Statuz Analysis by groups is off, DOR926 0E-DEC-98
N 569034 23-DEC-90
| 039116 15-MAY -89
15[ DAVIDSEON Crawtord, Joyleen J0H505 41411037104 04-0CT-90
16| DAVIDSON Gadallah, Sarmeh 35850371 414 11955202 20-APR-94
17 | DAVIDSON Mesmith, Terrill 35850371 414 11226548 04-5EP-88
18| DAVIDSON Arnald, Kim 359503571 4161182288 03-MOoN-35
191DAVIDSON Clavbrooks. Tim 35850371 MBIM1123732 2B-h1AY-91

103



Now run frequencies on county.

fissigned County This will result ina chart L
showing the frequency, or
Assigned Redion Freguency Fercent walid numbers of times, each |
Davidson Val!d DA DS 0N 54 100.0 county was entered. So | |
East Tennessee “alid ARDERSORM 5] 12.9 we can see by this
g:ﬂ"; :;l;_l_ ) 1 ;? example _that Anderson
' County (in the East
CLAIBORME 7 Tennessee region) showed
gggll;:li;}EH ;19 up nine timesf in_the_
HAMBLEN ?-1 spreadsheet, mc_zllcatlr}g
' that there are nine children
JEFFERSON 4.3 placed in Anderson
LOUDOMN 5.7 County who are members
MOMROE 5.7 of the Brian A. class.
MO R S A 4.3
ROAME 5 71
SCOTT 4 T 8.7 Q0.0
SEVIER 5 8.6 986
LI 1 : 1.4 100.0
Total 70 100.0 100.0
Harmiltan walid HAMILT O 35 100.0 100.0 100.0
Ko walid B, 42 100.0 100.0 100.0
Mid Cumberland walid CHEATHAN 3 4.5 4.5 4.5
DI KSOM 11 16.4 16.4 20.9
MOMNTSOMERY 13 19.4 19.4 40.3
ROBERTSOMN 5 7.5 7.5 47 .8
RUTHERFORD 7 10.4 10.4 8.2
SUMMER 132 19.4 19.4 776
TROUSDALE 10 14.9 14.9 025
| L LA S O 3 4.5 4.5 Q7.0
Y| LS O z 3.0 3.0 100.0
Total BY 100.0 100.0
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YOU Cah also limit your ahalysis to subgroups based on ranges or
other speCifiC Criterig. FOr example, let’s |00k at how mahy
Children are in custody whose birthdays fall between September 1,
1987 ahd Qctober 31, 1992.

First, the date must be defined. To do this, choose “Data” and
then “Define Dates.”

Scroll to “Years, months” and enter the earliest
year in your database. I’ve entered 1980 in this
Cases Are: |: D
— First Caze |z
TEars - Pernodicity at
‘V'ears, quarters higher level Reset
Y'ears, months —
Years, quarters, months ear: 1380 Cancel
[ ays —_—
Wélrleks, days - Manth: 1 12 Help
Wheeks, work, days[a)
Weeks, work, dayz[B)
Hours
Crays, hours

D ays, work hour[8] ;I

Current D ates:;
“tears[1980) monthe1;12)
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Now choose “Data” and then “CeleCt Cases.”

chosen September (9) of 1987. The last case is
where our range ends and we have chosen October
(10) of 1992.

Choose “Continue” and then “Ok.”

- EETTTTESS— x
1: — Select
[ > beam -
’ 4l cases dob

— @ doc € If condition is satisfied , . q «
— Do | —| We’re going to be’!ookmg at a range of dates, so “Based on
@ e ~F || time or case range” has been chosen.
| _h andom sample of cazes A
| @ manth_ Sample... | N
| ¥ Bazed on time of case range L Now choose Range'
: Haﬂ?e... | . B 5o
B " Use filker variable: 11-FEI
B | 17-hAl

05-0C
— — Unzelected Cases Ave 15-0E!
— {* Filtered " Deleted 01-FEI
— C t Status: Do naot filk 2o
B LIITEn alLisl Lo not nker cases DB' MA'
| ] 4 I Raste | Reset | Cancel | Help | 03-Ju

26-API

i Select Cases: Range El
First Caze  Last Case CantitiLe
The first case is where our range begins and we have Year |1 987 |1 952 C |
drice

Month: |4 |1d

Help
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Untitled - SPSS Data Editor == x|

File Edit Yiew Dakta Transform Analvze Graphs  Ublities  Window Help

S S| B| <~ D =k ol ElE BleE %l
107 - dab [13MAR-1992 00:00:00
(o] position team id daob doc aye year_ month_ date_ var =l
Scrugns, Mary 3595pAT2 212 48104270 T . 1985 12 |DEC 1985
Painter, Deharah 3505 These hash-marks indicate that the records will not be _ 1986 1] JAN 1986
4] Windharm Dornise 35951 included in analysis. Notice that these excluded records all _ 1986 2|FEB 1936
Hale" Dﬂé have dates that fall outside of the range we just determined. . 1956 3 [MAR 1986 J
Rice > e 5 . 1986 4|APR 1986
Walker, Tyjwana 35950747 06 [T252756 T3-SEFTY : . 1956 5 [MAY 1986
Alexander, Latura 35950477 310 |1483224 26-DEC-99 . . 1956 B [JUM 1986
Oclog, Mona 35950371 31/1441902 16-DEC-590 . . 1986 7 [JUL 1986
Puertas-Selhy, Ana 3R950317 F22 (1764772 07-JUL-96 _ _ 1986 BAUG 1986
Prater, Ter 35950410 307 [1764254 02-JUN-01 . . 1986 9|SEP 1986
Gregg, Suzanne 35950174 213 (1155748 07-NOW-57 . . 1956 10|0CT 1956
Hilliard, Angela 359650317 103 |1399550 10-FEB-99 . . 1986 11 [NOY 1986
4| Temple, Carolyn 35950477 831 (1441122 10-DEC-58 . . 1956 12|DEC 1986
MNathaniel, Carol 35950477 309 |1806808 21-MAY-01 . . 1957 1|JAN 1957
Bradberry, Amanda 35950412 209 [195028 12-0CT-90 . . 1987 2|FEB 1987
Wilking, Brian 35950371 509 1295992 25-JAN-91 . . 1987 3 |MAR 1987
Duttan, Aimee 35950147 522 (1850144 21-JAN-58 . . 1987 4|APR 1957
Ragland, Gertrude 35950140 102 1754542 0B-hAY-00 . . 1987 5 [MAY 1957
Whitfield, Susan 35950477 827 (1927780 20-JAM-93 _ _ 1987 B [JUM 1957
Seepersad, Yolanda 35950477 11870912 05-JUN-50 . . 1957 7 [JuL 1987
MNapier, Sharan 35950318 113|1199496 18-0CT-87 . . 1987 B |AUG 1957
83 |Harris, Sean 35950371 3111966106 02-MAR-98 . . 19587 9|SEP 1957
94 |Hylemon, Jan 35950118 216 [12589080 01-NOY-98 . . 1987 10|0CT 1987
95| Stolinsky, Patty 35950318 522 1248816 04-JUN-95 . . 1957 11 |NOY 1987
95 | Cowan, Sherry 359650247 2211892778 05-MAY-97 . . 1987 12 |DEC 1987
97 [Whaley, David 35950140 232 1399996 19-JUL-58 . . 1958 1|JARN 1988
55 |oiles, Sandra 35950113 1021803120 22-MAY-58 . . 1958 2|FEB 1988
89| Jones, Janet 359650477 240 1534614 21-0CT-88 . . 1988 3 [MAR 1985
100|Lee, Marcus 35950477 226 (1777370 01-DEC-87 . . 1958 4|APR 1938
101 |Walden, Joy 35950312 342 1058618 13-MAR-52 . . 1958 5 [MAY 1985
102| Osborne, Johnny 35950113 1141230954 01-SEP-90 . . 1958 B [JUM 15938 _|;|
4 [ # ]\ Data view A “ariable View / ||« | 3
|SF‘SS Processor is ready | |Llse o | |




Now ruh a frequency using the “Region” variable.

. . The results show that there are 62
HEEIQHEH H-Eﬂm“ total children in the class list who
were born between September 1987
and October 1992. tive
Freguency Fercent The chart further breaks this down |1t
Walir Diavidson R 07 by region so that you can see how 0T
' many of those children are in each '
East Tennessee 10 16.1 region. 5.8
Hamilton ., 3.2 Does this information make sense 29.0
Knox 5 81 | | Fegions demograpives - BT
Mid Cumberland g 14.5 . 1.6
Morheast q 8.1 8.1 q9.7
Morthwest 2 3.2 3.2 H2.4
Shelky 11 17.7 17.7 a0 .k
South Central 1 1.6 1.6 2.3
Southeast 1 1.6 1.6 H3.4
Southwest 4 5.5 .5 H0.3
Upper Cumhberland 5 9.7 9.7 100.0
Total b2 100.0 100.0
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CPCSS Cah also be used to seleCt a random sample. [et’s Choose a
rahdom sample Of 25% for the DaVvidson region.

First, sort by region by CliCking on the Variable header “region” to
highlight the column, and then Choose “Data” and then “Sort
cases.”

&3 Untitled - SPSS Data Editor =[8] x|

File Edit ‘fiew Data Transform Analyze Graphs Uklities Window Help

S|d|8| B| »|o| O = k| & E EldlE 3l
|1 :Tegion ‘Davidstlﬂ Insert the “Region” variable into the
- “Sort by” section. Choose “Ok.” .
X T ﬁ
i EP-00 | |
7] {8 courty - ég . ; OK IR0 3181220488 11-NOV-00
3 %Cm,, i ] Pate | | 30950371 101000942 26-MAY-90
i éf““‘”” o | 7731142060 0-JAN-90
8| |, o o Ll N e 29 1540128 13FERI
6] |4 dot r”’ﬁ " Cancel FHE0371 919{1523270 01-AUG-89
7] |® doc " Ascendng Help HHE0371 31| 1441902 16-DEC-90
al | ane A " Descendng — | 350371 509129992 26-JANG1
Y — SFOE0T ] 3111966106 (12-MAR-5
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IR
File Edit Yiew Daka Transform  Analvze  Graphs  Utilities  SWindow  Help
(=S| B o] D] =k 6 Ee EaE wlel
|5 : county ‘D.&"-.-"IDSDN e i
» BEleC ases
region county dob doc age =
31| Davidson DAYIDSON | | team -hAY-00 . .
32| Davidson DAYVIDSON , | @ dob 5-DEC-92 . J
33| Davidson DWIDSON | |®doc 1-SEP-88 . .
34| Davidson DAYIDSON i YE regin = g
— e DEVDS0N ] gyeart_h (* Fandom sample of .4 INOW make note of the row numbers
moanth_ 1 H H
=5 | Davidean DAVIDEOMN | fit s G amplels | that contain Davidson region.
37 |Davidsaon DAYIDS 0N I " Bazed on time ar cas . o
28| Davidson DAVIDSON | e |_I,Iear'|98' ‘Ilsr;.thls example, it is row numbers 1-
jg Ba'ﬂjsnn giﬁ:gggm : r' ze filter variable: '
avlason
21| Davidson DAYIDS 0N I 3 I I Now choose “Data,” then “Select
42| Davidsan DAYIDSON | “Unselected Casss e | CASES: From the next bo>’<’, choose
43| Davidson DAVIDSON - & Fitered 4 “Random sample of cases” and then
44| Davidson DAYVIDSON . ~ choose “Sample.”
45| Davidson DAIDEON | Curent Statuz: Do nat fiter cazes
45| Davidson DAYVIDSON L
47| Davidson DAVIDSON | 0% | Pasie | Beset | Cancel| Help | - DEC-90
48| Davidson DAVIDSON Fereerrrrerrer o S S — e
: Select Cases: Random Sample El
1 —Sample Size
Type in 25% and choose “Continue” and (* Approximately IEEI % of all cazes
then “Ok.”
" Exactly cazes from the first CATEE
|

I:::untinuel Cancel | Help
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Untitled - SPSS Data Editor == x|

File Edit Yiew Dakta Transform Analvze Graphs  Ublities  Window Help

3| (8| B || B =k o Elez| Blk|E %@
|1 : coLnty ‘D.&"-.-"IDSDN
region county C position tearn id daob doc age =
1| Davidson DAVIDSON Tirmlin, Jessica 35950371 311131064 2h-5EPR-00
Davidson DAYIDSON Mckissack, Kawatha 35850371 318 1220453 11-WO%-00
Davidson DANIDSON Kasunmu, Josephine 35850371 8101000942 25-MAY-30
A Davidson DAYIDSON f The rows without a hash-mark 723 1142060 30-JAR-90
g qusc ol bl . 291540128 13-FEB-01
Davidson DAVIDSON contain your 25% sample! 5191523270 01-AUG-89
Davidson 311441902 16-DEC-50
Davidson YATKINS, Bran TEHE037T a09 129952 25-J40M-31
g Harris, Sean 35850371 311 [196R106 02-MAR-95
10 Caldwell, Wickie 35550371 318 1260946 22-MON-00
11 Wills, Bettie 35950371 B24 | 2172904 31-0CT-87
12 YWitherspoon, Dennis 35850371 291108108 19-DEC-97
Ellizon, Shawntae 3R850371 320 | 2372120 14-JUL-595
14| Davidson / DAYIDSON Carroll, Maorwella 35950371 528 | 2639190 04-FEB-59
Davidson / DAYIDSON Claybrooks, Tim 35850371 6 (1123732 20-hAY-91
Davidzon / DAYIDSON Haogan, Laurinda 3R850371 a28 (1611383 07-MoN-a7
Davidsun/ DAYIDSON Williams, Jennifer 35950371 624 1831646 02-0CT-92
Dauidsy DAYIDSON Baond, Cynthia 35850371 919 (1150934 01-mMAR-39
Davigléon DAYWIDSON Brewer, Jason 35850371 318 (1197578 08-JUM-93
20| 0 idson DAYIDSON Ferry, Regina 35950371 a09 (1765000 15-JUIKM-90
21 %ﬂidsnn DAYIDSON Richardson, Sherr 35950371 2810 (1151633 28-JAM-91
ﬁ avidson DAYIDSON Beale, Elisabeth 35850371 28101143533 05-A1L10G-95
23| Davidson DAYIDSON Crawford, Joyleen 35550371 414 1037104 04-0CT-90
24| Davidson DAYIDSON Elliz, Lisa 35950371 412 1939116 15-MAY-39
Davidson DAYIDSON Logan, Dashaune 35850371 a20 1760366 30-JUL-55
Davidzon DAYIDSON McAfee, Curis 3R850371 318 (432786 21-5EP-53
27| Davidson DAYIDSON Arnald, Kirm 35950371 416 (1182283 03-MoY-38
Davidson DAYIDSON Cawthon, Sharon 35850371 318 1807656 02-5EP-97
29| Davidson DAYWIDSON Smotherman, Bobby 35850371 528 (1033228 12-FEB-83
Davidson DAYIDSON Hardy, Tammy 35950371 810 (1715742 11-mMAR-98 . .
31| Davidson DAYIDSON Hashemi, Layla 35850371 919 1465260 15-MAY-00 ) _|LI
4 [ # ]\ Data view A “ariable View [ |« | 3
|SPS3 Processor is ready | [Fiter on | |

Rstort| | 14 @) & © Fa@ || o DwE ®a. o] & Se. HPETCENHASED woam







Resources:

WWW.SPsSs.Com
www.malektips.com/Microsoft word 2000 help and tips.html
http://www.pCmag.com/article2/0,1759,1566561,00.aSp
www.excel-Vba.com/e-top10.htmT
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http://www.spss.com/
http://www.malektips.com/Microsoft_word_2000_help_and_tips.html
http://www.pcmag.com/article2/0,1759,1566561,00.asp
http://www.excel-vba.com/e-top10.htm
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